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The Smith-Corona 


has BIG MACHINE 
features, plus the 
regulation 84 
character keyboard 


Smith-Corona portables match the 


free, easy and speedy action of big 


office machines .. . let you practice 


the same drills you use every day 
in class. 


@ TOUCH SELECTOR with 7 


adjustments, light to heavy; 


@ FLOATING SHIFT 


for easier, faster, quieter work; 


e VARIABLE LINE SPACER, 


useful for typing forms; 


e LONG CARRIAGE 
RETURN LEVER at minimum 


distance from keyboard. 
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has a panel keyboard 
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OFFICE AND PORTABLE TYPEWRITERS 


LCSMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory & offices, Toront 
Makers also of famous Smith-Corona Office Typewriters, Adding Machines, Vivid Duplicators, Ribbons & 
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Carbons. 
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IT RUNS IN THE FAMILY! 


A shorthand enthusiast like this businessman could not fail 


to imbue his daughter’s mind 
ANTHONY R. 


URING the War years two Navy 
yeomen boarded a train on a Sat- 
urday afternoon and headed for 
Washington, D. C., to spend their 48-hour 
liberty. They sat quietly until, one stop 
from their destination, an attractive young 
lady boarded the train, walked up the aisle 
of their car, and sat down a few seats in 
front of them. was a pause for a 
few moments, and then one yeoman spoke 
to his companion in a very 
guage: 
“d oo-hook s nt.. 
eer 


There 
strange lan- 


”) he ” ik 


. she l 


“Ve! 

“S m dota tl 

“La dot .f{ r oo-hook t...bo- 
ook 1! 

“Oo-hook e mn s ... dot ats 
tom. so et Se fe 


The yeomen were sure that no one else 

uld decipher their puzzling conversation ; 
and they continued it, laughing and having 
fun, until the train pulled into the station. 
Then, as they were taking down their trav- 
eling bags from the rack overhead, they 
heard a smiling, feminine voice say, 
“Maybe women’s hats take the cake, but 
the speed with which you boys can talk 
shorthand deserves a bigger one. I write 
Gregg, too!” And she was gone, leaving 
two stunned and red-faced yeomen with the 
realization that maybe their 
guage wasn’t so strange after 


strange lan- 


all! 


It’s almost twenty-four years now since 
distinguished-looking Sol Saltamach was 
graduated from Memorial High School in 
W est New York, New Jersey, as one of 


the fastest stenographers in his class. Since 


with his own love of the art 
HAMILTON 


that time his knowledge of shorthand and 
typing has involved him in some very 
unique experiences. He has done every- 
thing, from assisting in the strategic plan- 
ning of political campaigns to teaching 
typing in the mid-Pacific to a husky sea- 
man who looked as though he’d be the last 
person in the world to want to learn the 
art. 

Immediately after graduation from high 
school, Sol got his first job with the or- 
ganization that he is still with today—he 
became a clerk in the insurance firm of 
Hyman & McCall, one of whose members 
was very active in politics in the state of 
New York. Soon after starting work, Sol 
began to use his shorthand and typing 
ability as secretary to State Senator John 
T. McCall (now retired). 

“This was a very interesting part of my 
career,” Sol recalls. “I got around to con- 
ventions, I drafted speeches with my boss 
and helped condense them so that he could 
hold a little card in his hand to remind 
him of how the speech was supposed to 
go, and I did many other things to help him 
get elected and re-elected. During ‘the vot- 
ing season each day built toward the climax 


of Election Day, when we anxiously 
awaited the returns.” 

It was during election time that Sol 
helped supplement his income by taking 


down political speeches and doing other 
free-lance reporting work. 


a 
THE years passed, and then came the 


treacherous attack on Pearl Harbor. Al- 
though the odds were that Sol wouldn't 
be drafted (he was a pre-Pearl Harbor 


father by several years), he didn’t wait to 
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be called but enlisted in the Navy. When 
the Navy learned that Sol was a rapid 
stenographer and competent typist, he 
skipped “boot” training and the ranks of 
AS, S2/c, Sl/c and Yeoman 
3/c—responsible for a company of men. 
“This wasn’t so good in some respects,” 
Sol said jokingly. “It meant that whenever 
shots had to be taken, I would have to 
take them first. And the same with special 


” 


pills! 


became a 


AT his desk in a naval station in Vir- 
ginia one day, Sol was _ practicing 
shorthand phrases during a spare minute. 
As he flipped a page in his notebook, he 
felt someone was peering over his shoul- 
der. Turning, he discovered two WAVES 
who had become very much interested in 
increasing their shorthand speed because of 
two higher ratings that were open. In the 
weeks that followed, Sol found himself 
giving these WAVES the information he 
had gleaned from his years of experience 
as a stenographer. 

“T really enjoyed the experience of coach- 
ing them,” Sol said; “and, by the time I 
left the station, they were writing outlines 
as freely as they wrote their own names.” 

Everything they did while Sol coached 
them was aimed at increasing their speed. 
In their spare time they wrote anecdotes, 
short stories, and letters, all in shorthand. 
Whenever they were on a bus or listening 
to someone speak, Sol had them form out- 
lines with their index fingers. 


some 


3esides help- 
ing them with a review of basic principles 
and showing them how to make good use of 
phrasing, Sol had them writing double- 
spaced notes to each other in shorthand. 
He would then check notes and 
write in corrections or suggest phrases. 
3y the time Sol left the station for assign- 
ment to a ship, the girls had increased 
their speed from 60 and 80 words a min- 
ute to 120 and 140 words. And they did 
get the higher ratings. 


these 


AFTER assignment as '2/c to the 
U.S.S. “Proserpine” and a voyage to the 
Pacific, Sol had another experience with 
teaching. Only it was typewriting this 
time. 

One of the repairmen, a tall, husky lad 
of Swedish descent, was talking to Sol on 
deck one day when they both had some 
spare time. He wanted to know whether 
Sol thought that his hard-skinned, muscular 
fingers could master a typewriter keyboard. 
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Sol figured there was only one way to find 
out; and, in the days that followed, all the f 
lad’s spare time was spent with a type- 
writer in the ship’s office. 
Sol made up a keyboard chart and tacked 
it to the bulkhead. He then prepared exer- 4 
cises from what he remembered of his own f 
training in high school. At first it was 
difficult for Sol’s pupil to master the exer- 
cises; but, as the days passed, the Swedish 
boy’s fingers became more flexible. As he | 
began to gain control over the keys, ef 
F 


, 


became enthusiastic and spent more time 
practicing. 

When Sol’s student was detached from| 
service aboard the ship some time later, | 
he had passed 35 words a minute and 7 
proud of his accomplishment. Sol believes 
that the lad wanted to be a writer andj 
that this was his main interest in typing. | 


on shorthand by talking shorthand came 
about when Sol and a yeoman friend (who 
is now a secretary in an organization that 
casts extras for the movies in Hollywood) 
had to “sweat out” long chow lines. In- 
stead of standing by and wasting that val- 
uable time, they put it to good use by 
talking in verbal pothooks. 

“In my opinion this is one of the best 
ways to remember shorthand outlines,” Sol 
“because you 


ry. < . e ° 
THE unique method of staying brushed | 
) 


have to visualize the 
outline forms as you talk.” f 

Needless to say, the two yeomen con 
fused their friends. Other members of 
the chow line must have thought that some] 
Japanese spies had infiltrated our defenses 
and were seeking nourishment. 


Says, 


AT present Sol is office manager for his 
organization and also a licensed insuranct 
broker. (You can only appreciate th 
weight of such a statement if you've taken 
the eight-hour insurance broker's test.) Hef 
has a lovely daughter, who is being grat 
uated from high school and will be @ 
rolling in a secretarial school in New York 
City. Already Sol has taught her the fur 
damentals of typing, but he is leaving short 
hand to the instructors. 

“IT feel that a knowledge of shortian 
and typing is invaluable to anyone,” Sail 
said seriously, “not only as a means of eT 
ing started in the business world, or as?) 
personal convenience, but also as a traét 
or profession. My daughter likes typing 
already, and I know she’ll like shorthane | 
It runs in the family, I tell you!” 
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OUR DEMOCRACY——ty Mat 
PRESCRIPTION FOR HAPPINESS 


“TRADITIONALLY, HERE IN AMERICA, WE HAVE 
RECOGNIZED FREEDOM OF INDIVIDUAL CHOICE 
AS A PREREQUISITE FOR HAPPINESS — 
FOR HAPPINESS CAN MEAN DIFFERENT THINGS 
\\\\, 7 CIFFERENT PEOPLE. 
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Vn IM A TAbLMER ———e 
TRADITIONALLY, TOO, WE HAVE RECOGNIZED THAT, ALONG WITH 
FREEDOM OF CHOICE GOES MORAL AND SOCIAL RESPONSIBILITY... 
HAPPINESS HAS TO BE EARNED, AND BY REWARDING 
ACHIEVEMENT, BY SAFEGUARDING THE RIGHT OF THE 
INDIVIDUAL TO ADVANCE IN THE FIELD OF HIS OWN SELECTION, 
BY GIVING HIM OPPORTUNITY TO PROVIDE FOR HIS FAMILY'S 
CURRENT NEEDS AND FUTURE SECURITY, WE HAVE 
ESTABLISHED FAVORABLE CONDITIONS FOR THE 
PURSUIT OF HAPPINESS /N OUR DEMOCRACY. 
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MADELINE S. 


HAT HELPED you to win a 
promotion into secretarial ranks?” 
I asked the girls, a s& 
Girls Clinic. 


: ‘ 
one school, 


ore of them 
in our They were 
all graduates of and in our 
conversation we had just discovered that 
every one of them had stepped from steno- 
graphic to secretarial jobs within a few 
months after graduation. 

One girl replied to my question by. say- 
ing, “I think the thing that helped me most 
was being very particular about my ap- 
pearance and grooming. My has a 
lot of important visitors, and he says 
wants them to get a good impression even 
before they walk into his office 

“My chief “has given 
me more compliments on my correct use 
of punctuation and grammar than on any- 
thing else. He says that now he can dic- 
tate anything that comes to his mind and 
leave it to me to polish his letters.” 


Business 


chief 


he 


’ said another girl, 


E ACH of the girls had a comment to make 
about the feature of her work that earned 
compliments and promotion. The last girl 
to speak was Anne. 

“Mr. Williams, my employer,” she said, 
“told me that the thing I do that is most 
helpful to him is the digest of mail and 


telephone calls I prepare for him when 
he is on a trip.” 
“What's that?” chorused the group. 


“What do you mean, a digest?” 

Anne explained. “You see, Mr. Williams 
travels a great deal. When he gets back 
from a trip, there is a mountain of cor- 
respondence for him to read and dozens of 
phone calls to make right away—or, that 
is, there always used to be. But now I 
give him a typewritten digest of the urgent 
letters and phone calls so that he can be 
caught up with all the important matters 
within an hour or two after he returns to 
his desk. He likes that.” 

“Tell us how you do it!” the girls ex- 
I could see that they were envi- 
sioning surprises for their own employers. 
Anne described routine; it may help 
you, too, to surprise your employer: 


claimed. 


her 
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WHILE YOUR EMPLOYER IS 


Here is an idea that will win favor and appreciation for you: 
Help your employer by “digesting” his mail and phone calls 


STRONY 


I ACKNOWLEDGE every letter as soon 
he said, “and I prepare a 
brief report in which I list, day by day 
a statement of what each letter was about 
and ‘what I said or did. 

“Then, the day before Mr. Williams is 
due to return, I type up the report and 
arrange all the letters in a file jacket. Be- 
have watched for the most im- 
portant matters, I go through my digest 
and mark with a red pencil the items that 
need immediate attention. I number these 
items in the order of their importance, and 
I place these letters in first place in the file 
I put on Mr. Williams’ desk.” 

The girls at the Clinic wanted to know 
what arrangement she used for a digest 
sheet ; so Anne drew a sketch on the black- 
board 


as it arrives,” s 


cause | 


Later, so that I could have a copy 
to show you here, she gave me the sample 
that we have reproduced across the page 


W HAT about the telephone calls?” 
asked one of the girls. “My employer gets 
a great Do you keep a 
record of every one, Anne?” 

“No,” Anne replied. “Many of the calls 
are, like most of the letters, routine. But 
I make a separate digest for Mr. Williams 
to tell him which callers he ought to get 
in touch with right away. Sometimes, of 
course, visitors leave a request to be called 
as and I include h 
requests Williams’ telephone-list 
digest.” 

The girls at the Clinic were taking notes 
right and left. When Anne sketched on 
the blackboard an outline of her telephone 
they that, too. 

I was interested to note that not one of 
the girls said, “Isn’t that a lot of trouble?” 
or “How do you find time?” or “Why do 
you bother?” These girls knew that their 
employers would react as had Anne’s Mr. 
Williams. 

Anne concluded by saying, “I received 
a very substantial salary increase shortly 
after I prepared my first digests. Mr. Wil- 
liams said he liked the way I was keeping 
my eyes open to make his work easier.” 


number of calls. 


p¢ yssible . 


Mr. 


soon as suc 


on 


digest, copied 
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SWAY 





DIGEST OF VISITORS’ AND 














TELEPHONE CALLS 
u: \ ENT IN RED 
' 
' May 1 to May 20, 1948 
lls | 
} é This us the — Date Visitor Telephone Action 
of vistors anc May 1 Charle G. Gordon, of (listing only Turned hin over to 
telephone calls isher Products those sno xr ts sh of Sales, 
that Anne placed @3 s00r Report fron Mr. 
po ble--com- attached. 
before her em- plete messages 
oon 7 attached) 
ployer. The en- 
ea ae i 1 Sarsh Brown, of 
} circled numbers Scantn oak Orewb uld not let ang 
aw ; one help her, bu 
day, f in handwriting eouba Sie den 40 
out | are urgent matters possible. Realize 
, he needs to take she 19 good customer, 
oe Sidney Tuchman (from C ’ In N.Y. only f 
sis | care of at once. : — hy RA 5 
' t for theater tickets 
and for him and family. 
) : Thank you note etteched 
e- 
or } y] jz lorence Bovell rking one 
- special sales cam- 
im / pat gn,s0 turned the 
_ call over to Mr. Nash; 
igest ' but kre. Bovell wants. 
a you to contact her 
that as she wished your 
hese personal opinion. 
2 Mildred J ton and 
and 


Took them on a tour 


> file 


students of different offices. 


Believe a number of 
her students would be 
desirable personnel 


| for our company--had 





them meet personnel. 
cnoW 5 
2 Gilbert Freeman Called at the sug- 
igest gestion of Mr. Gordon 





of Fisher Products. 
l; ~k Hed letter of intro- 
aCk- 


) duction. Turned his 
ver to rsonnel, 
copy ' ur 








Believe Mr. Gordon 
mple 














will be phoning you 
IGEST OF MOST RTANT MAIL FOR on him. 
page. 
May 1 to May 20, 1948 
5?” The following items wil] need your sttention. All mail 
ls ' has b acknowledged. Item Bs marked in RED are most URGENT. 
' a ——s 


gets 





Would like to have you write an 
ep a | article on your recent visit 


- to Europe. 
CX Mr. C. B. Crowmingshield There is some controversy about 


the rates quoted. He would like 


you to phone him immediately 


calls 






















> ' on your return. 
put 
‘ & Sr. L 9 Bla ard oa like you to be guest of 
liams onor at the next American 
‘ ened meeting in June. 
get — * -- ? 
PS of Depa A meeting was called in which 
led criticism given by. Anne’s employ er 
- can read his 
such | backlog of mail 
re-list - 3 Mr. William Purvis Expects to be in the city the in a few minutes 
‘ first week in June and » ld =” 
oo oo ' thanks to Anne’s 
7 ww. » 
ac CU ° c. 
notes 3 Mr. Samuel Green Prospectiv rned preparing this 
ed on materia to,the Seles mail digest. It 
phone } like to follow up. is easy to see, 
3 Mrs. Charles Leslie, of Leslie too, which ulems 
Product 3} aken ov er husband’ ropys ° 
‘| ia Sty ft Mr. Williams will 
PO fy health. She would 11 . 
re : en appotr ae abun oleae cae act on first, is 
wat : it not? 
‘hy do (2) Benjamin Prenklin Hotel 
t their i 
t 
*s Mr. 
I 4 Urs. Robert Greaser 
sent in mame et the death 
ived q of her husband. ‘ 
-celVv 
shortly 
- Wil- 
eeping 


asier. 
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How To Take A Typing Test 


ALAN C. 


UNE is the month of roses, of brides, 
of holiday trips to the —and 
! Hundreds of 
will be 


seashore 

of employment tests 
thousands of stepping 
into the employment offices and competing 
another 


newcomers 


who 
mn. Hun 


and with veterans 


may be seeking a change of positi 


with one 


dreds of thousands—including you will 
x taking tests in typewritmg 


Do you know that there are “tricks of 
e trade” in ti 


in any other 


Before 


kind of typing work 
Start 

let’s take a quick look at the test 

Let's ] 

take it. It consists of three parts, each 

to 

(although, please note, 


we making suggestions, 
page 


are asked to 


on 


505. imagine 


five minutes 
employment tests 


which is be completed in 


usually allow ten or more minutes for each 
part). If you have time, take the test 
before finishing this article; then come 


back to this point, read the 
1 test 
suggestions 


suggestions, 
and try the again just het! 


hese reauy 


SUGGESTION 1. 


nervs 


Don’t let yourself be- 
rem that 
yourself, 


come Always ember 


US. 


concerned, including 


will 


everyone 


hopes you do well. Everyone hopes 


flying col 
at 
are good enough, not poor enough. 


that you will pass the test wit 


ors. Tests are designed to prove tl you 
Just 
as a classroom teacher prays that stu- 
dents will achieve new rec 


businessman hope that his test 


his 
oes a 
will uncover 
a new gem that he can add to his staff. 
Everyone wants you to win. 

Remember, too, that many persons have 
taken—and have passed with distinction 
the test about to take. You 
are not a guinea pig. You are just one mort 
of hundreds 
Civil Service tests, one of thousands) 
ing the same bit of exercise on the 
bit of copy matter. 

So, you 
writer, just say 
be a pal! How before me 
have you helped pass this test?” Pat the 
machine affectionately, laugh at yourself 


for being so foolish, and calmly settle down. 


same you're 
the case of 
tak 


same 


scores of (or, in 


down to the 
yourself, 


sit 
to 
many 


when type- 
“Typewriter, 


persons 


SUGGESTION 


2. Give your machine a 


LLOYD 


the 
UT 


juick checkup before starting 
Most omces will not 


test 


object to yi taking 


a few minutes to become acquainted wit! 


are to use 
employer wants you t 


the typewriter you the prospec 


tive do well, re- 
member 

So, if you have five minu 
the typewriter, do these things: 


1. Determine whether your machine 





ica elite—large or small type, y 
know. Quickest way to check is to look 
it t rg le If tl scale reads % 
I s you have a large-typ (pica) 1 
chine it reads 100 or more, you have ¢ 
small-ty} el mac 
: just y vaper guide so that a 
i you insert will come up with its 
ter whe you want it. You know how 
do this, don’t you? Crease your paper 
it the cent first. Then set your carriag 
4 point you plan to use throughout th 


Up le so that any additional papers 
ut in the machine will be centere 

yi want them 

x 4% k the line-spa g ve Mos 
yping sts start witl 1 straight 
timed writing ind = s itings 
isually d e spaced; so, set 4 
space for ible spacing t nce 

a CK bell el a 1 y spa 
it takes after the bell rings bef t I 
locks Ma es vary 1T 1 4 to 8 
space bet\ en the so li 4 I the b 
cking of t ie 

5. | t margin stops. Even if tl 
mac i ill ilia le test the sto 
i \ Set them for a /U space iine | J 
spaces ¢ side of j I nt i g p 
you know), for that is the usua st 
1s i t-c< y tests 

6. Check the tabulator st ps Be sut 
you | vy how they are set and t 

I cieared Use \ tabulator key tv 
r three times, too, to see whether the ¢ 
riage moves rapidly or sluggishly 

7. If your machine is a new model, you 
will not have to do anything with the mb 


bon. If the machine is an old one, there 


is always the possibility that the ribbon wi 
not reverse properly; so, as a sateguaré 
il it is nearly all o 


until 


} 


wind the ribbon 


one spool; then change the direction s 
that you have the full length of the md 
bon to work with (Continued on page 506 
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Heading: 
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Copy the following material, line for line, for five minutes. Do not correct errors. If 


you complete the article before time is called, start again from the beginning. 


In dealing with any customer or prospect, always 2 
remember that he must buy from someone. Some other 4 
salesperson has been able to sell him a suit or an 6 
iron or whatever he tells you he is interested in. 8 
There is a key to selling our goods to everyone. 10 

The salesmen of our firm are expected to study 12 
each prospect and to devise a variety of approaches 14 
and many forms of appeal so that they can establish 16 
contact with every prosrect they meet in our store. 18 

In general, if the prospect is dignified, then you 20 
must be dignified. If the prospect is progressive, 22 
then you must be energetic, “snappy,” and alert. 24 


Make as many correct copies of the following letter as you can in five minutes. Address 
each copy to Mr. John Langston, 135 Hicks Street, Alton, Maine. Use today’s date. 


Use any letter style you prefer. 


If u nay wok che usyartience th, Stokeecshew 6 


the 


to new product wick % 
Vjees te ee eine 


kKleeher,,workg, we are,posétive that ,pomtd see sieht 10 
swege why Kwick Kleener is a ene item that 12 
Fo 

your froze,s stock and ould sell easily. . 14 

When pn . & have our sabes representative call, 16 

0 hkimmelialion *> Ott “ikl 

to ho at ee ee b lieve Aeat—pouthe 18 
find that the investment of a,minut on—tre—o 20 
—our demonstration will bring a profit,to you. fixie 0 22 

Please use the encffilsea card. Send it vised. 24 


Cordially eoure, the Kwick Kleener Kompany, 


26 
Pendergast, *sststent—to-—the-Gererai Manager. 28 
Prepare the following material in tabular form. If you complete the problem before time 


is called, revise your table and present it in another form. 
ATTENDANCE RECORD OF EMPLOYEES 


Men: In 1944, men had a record of 95.7; in 1945, 
of 94.3; in 1946, of 97.0; in 1947, of 94.8; and in 
1948, of 96.2; average for men, 95.6. 


Women: In 1944, women had an attendance record 
of 92.5; in 1945, of 95.0; in 1946, of 94.8; in 1947, 
of 96.7; and 1948, of 98.0; average, 95.4. 
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SUGGESTION 3. Do a scientific warmup 
if time and 
know what each step in the warmup is sup- 


posed to do for you. 


permits—as it usually does 


1. Type, at first slowly and then grad- 
ually with greater speed as you get the 
“feel” of the machine, four or five lines of 
the Expert's Rhythm Drill. You know it, 
of course: dk and so on. 
In a final burst of speed, rip off a fast line 
of the drill just to buoy your confidence. 

2. Type, again slowly at first and grad- 
ually faster, four or five lines of your 
favorite speed sentence. Now ts the time 
i A better one is this 
When they find the 

their work 
they may be sure that they 
road to big profit at last. 

3. Now, to get your eyes warmed up to 
their responsibility, type any line of copy 
backward—yes, read it, letter by letter, 
in reverse. In the fluency sentence given 
above, you would type, reading from the 
end, .tsal ta and so on. This gives 
control. 

4. Finally, type any words that may have 
a preview value—the name of the company 
whose test you are taking, for example, 
and its product names or its slogan. If 
you are given an opportunity to look at 
the test, you should, of course, pick out the 
long, the hard, and the recurring words 
in the test copy. 

Now you're ready for the big 
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ee good one. 
stand-by for fluency: 
$ 


is a 


one aid that make stand out, 


the 


are on 


test 


SUGGESTION 4. Keep your wits about 
you! Be alert. Be on your toes. Take ad- 
vantage of 


every aid given to you. These 


are things to watch for: 


1. Determine, if you can, how the papers 
are to be scored. In the timed test, for 
example, there is no point to risking your 
control in an effort to type at 100 words 
a minute if the employer is merely trying 
to make sure that you can type at 50. 

2. Always read the directions very, very 
closely. In Civil Service tests, for ex- 
ample, you are usually directed to copy 
“line for line”; and, if you do not do so, 
you are penalized. If directions say to cor- 
rect errors, be sure you do correct them 
—and, please note, more and more employ- 
ment tests do tell you to correct your er- 
rors; and this means, in such that 
you must proofread your work before re- 
moving it from the machine. If directions 
say not to correct errors, don’t dare to cor- 
rect them. 

3. Always note what options are given 
to you. If you are told to arrange a table 
or letter in any way you prefer, be sure 
to use the arrangement with which you are 


cases, 
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most familiar. If, for example, most of 
the letters you have typed have been in the 
semiblock style, don’t suddenly switch to 
the extreme-block style just because it is 
faster; stick to the style that is most nearly 
automatic for you. If an exact style is di- 
rected, however, be sure to use it. If the 
descriptive term is unusual (“block” has 
at least ten interpretations, for example), 
ask the test-giver to define the term. That's 
what he’s there for. 

4. Double-check directions to see whether 
repetitions are involved. If you are told 
to “make aS many copies as you can” or 
to “repeat if you test 


j complete before 
period ends,” note to use 


make a mental 
your first copy as the model for typing your 
additional ones—that’s a lot faster. 

5. Finally, never start a test with any 
uncertainty as to what you are to do. The 
test-giver wants you to do well; he wants 
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Shorthand design by M. Bell 
Maynard (Massachusetts) High School 


to help you to do well; so, never hesitate 
to ask questions, even if you must intro- 
duce a question by saying, “Are you at 
liberty to answer a question?” 

It is not often that you will be asked 
to type anything that is totally strange 
to you if you have had a complete course 
of training. If, on a one-in-a-million chance, 
you are asked to do a bizarre job, just 
remember that the bizarre to 
everyone else as it is to you. 


task is as 


SUGGESTION 5. 
always do. Nothing is worse in taking a 
test than trying, for example, to “play 
safe” by typing much slower than you nor- 


Type the way you 
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mally do. You can’t walk in slow motion. 
You can’t type in slow motion. If you 
try to type at an unnatural pace, you are 
sure to upset the typing habits you've 
built and upset your score, too. Type the 
way that is natural to you—posture, stroke, 
eyes, and everything else. 

“If others are taking the test at the same 
time you are, don’t let them trap you into 
racing. Don’t let them get you out of your 
accustomed way and pace of typing. 


Now, just as an exercise in using these 
suggestions, let’s take a fresh look at the 
sample test on page 505. 


Suggestion 1. Your typewriter ts your 
pal; so, no nervousness—right ? 

Suggestion 2. In this instance, you are 
using your own machine; so, you know it 
well. We can skip the getting-to-know- 
your-machine ideas—or have 
the paper guide recently? 

Suggestion 3. Warmup? 
do it. 

Suggestion 4. How is this test to be 
scored? Well, we'll tell you: In the first 
two parts, allow yourself the number of 
points shown at the end of the lines, just 
as you would if stroke-counts were given. 
For each typing error, subtract 2 from 
your score. (You should realize that this 
scoring is just the standard net words a 
minute!) In Part Three, give yourself 
three points for each line you complete in 
your table. 


1 
l 
you checked 


If you need it, 


Did you read the directions closely? If 
you did, you noted that in Part One you 
were to copy line for line—so your score 
is zero if you did not! You were not to 
correct errors; sO any correction, even one 
so mild as a strikcover, reduces your score 
to zero on this part. 

In Part recognize the 
chance to copy and recopy your first typing 
of the letter? Copying, you see, would be 
much faster than threading your way 
through the revision marks. And did you 
realize that you should correct your errors 
in Part Two? Any uncorrected error (in- 
cluding extremely poor placement) would 
disqualify your work. 

And did you notice this in the directions 
to Part Three—that you were to revise 
your table when you retyped it, but no in- 
dication was given as to how drastic the 
revision had to be. So, you chuckle to 
yourself, “This is easy! I'll arrange my 
columns first with 6 spaces between them, 
then with 10, then .. .,” and so on, making 
each revision as slight as possible, so that 


Two, did you 
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each typing serves as a guide to the next 
retyping. 

(Incidentally, always be 
totals and averages. 


suspicious of 
In a test for typists, 
the figures will probably be given accu- 
rately, as in this test; but, if the test is 
part of a stenographic examination, the 
prospective employer may deliberately in- 
sert wrong figures just to see whether you 
are a habitual double-checker !) 


Suggestion 5. When you retype this sam- 
ple test, remember to use your natural style 
and rate of typing. Don’t slacken. Don't 
push. Go ahead, take the test again, now; 
score both sets of your test papers (we're 
assuming you did take the test before read- 
ing the suggestions), and compare the 
scores. Allow yourself a gain of 10 points 
just because the copy is familiar to you 
but the rest of the gain is what you have 
learned. 


Pienic Quiz 


BORIS RANDOLPH 


Me quizzes are anything but a picnic, 
and yet, here’s one that’s a picnic no 
matter how you look at it. Fill in the miss- 
ing letters of each word according to the 


definitions, and take 5 points for each right 
answer. 


(See page 532 for the 


Correct Answers) 
DEFINITION Worp ReguiRep 
1. (a) To preserve in Fr E& sx0 
brine 
(b) A man’s name NIC eccee 
2. (a) A_ fashionable PIC ------- 
London thorough- 
fare 
(b) A five-cent piece N IC 
3. (a) A small flute rst 


(b) Tobacco ingredient N IT C 
4. (a) A digging instru-P I C 


ment 
(b) A pet appellation N IC ----- 
5. (a) A striker ret 


(b) In a pleasant way NIC --- 


6. (a) Carried on the PI ¢ 
shoulders 

(b) Chipped NIC 

(a) A thief Pi ¢ 

(b) A trifle NIC 

8. (a) A portrait PI ¢ 


(b) A Central Ameri- N I ¢ 
can republic 
9. (a) Of small value PIC 
(b) A recess in a wallN | 


10. (a) A former French P I ¢ 
province 


(b) Refinements NIC----- 
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BUILDING SHORTHAND SPEED 


Continuing last month’s discussion, the world’s champion 
shorthand writer advises you on pens and your penmanship 


MARTIN J. DUPRAW 





ERE in the Study Corner last month, 
we looked at the speed- 
building problems that are faced by 

ambitious shorthand writers. 


some ot 


The comments 
may be summarized briefly, like this 

want to your skill in 
writing shorthand, you should (1) read a 
great deal of perfect shorthand; (2) write 
a great amount of shorthand from purpose- 
ful dictation, alternating fast takes that 
make you s-t-r-e-t-c-h your speed and slow 
takes that help you keep control of your 
and (3) free your mind from short 
cuts and phrases that you do not use fre- 
quently. 


If you increase 


notes ; 


If any one point was stressed especially 
in last month’s discussion, it this: 
Always remember that shorthand is written 
more with the head than with the hand. 

And now, let’s look at some other prob- 
lems you face in building shorthand skill. 


How BIG SHOULD MY SHORT- 
HAND BE? Each writer must set his own 
size for his shorthand writing. Whatever 
size “seems right” to you is probably the 
best size One skillful shorthand 
reporter writes 500 words of shorthand on 
an ordinary notebook page; another writes 
only 50 words on a similar page. Neither 
extreme is recommended. If it is natural to 
you to write very large notes or very small 
notes, you need not be concerned about the 
size of your outlines—the size will have 
little or no effect on your speed. If you try 
constantly to write notes larger or smaller 
than you would naturally write, you may 
find that the attempt to change the size of 
your notes hinders speed development. 
Few good shorthand writers use extreme- 
ly large or extremely small notes. Most 
writers use notes of medium size, such as 
are given in the plates in this magazine. 


was 


for you. 


How SHOULD I HOLD THE PEN? 
The exact hand position is of little impor- 
tance in shorthand writing. The best proof 
of the truth of this statement is that in the 
past there have been strong claims 
from different experts for the advantages 


such 


. 


of widely different hand Che best 
answer to this question, and to almost all 
similar questions, is that 
fortable for the 
that individual. 
Some great shorthand writers have said 
it is better to use finger movement; others 
have supported with equal vigor the claims 
for arm movement. Some feel that a com 
promise between the two is better. 


positions 


whatever is com- 
individual is the best for 


The most impressive evidence comes from 
some of the most. skillful When 
asked about their hand movement, they will 
reply, quite honestly, that they do not know 


writers. 


what hand movement they use. As _ one 
writer put it, “I just write.” That is the 
best answer of all—just write 

The less thought you give to the me- 


chanics of writing, the better you will write 
The only exception to this rule is the learner 
who has acquired bad writing habits from 
errors of longhand writing. It is sometimes 
necessary in such a case to check the hand 
position to determine the nature of the bad 
habit and the best means for correcting it 
Such rare, and most 
shorthand writers will do better to write 
naturally, without thinking about hand posi 
tion or writing movement 


cases are however ; 


or bi dy pe sture 


How CAN I STOP PINCHING THE 
PEN? In most pen pinching has 
nothing to do with the fingers. It is a mental 
matter. The tension of the mind is reflected 
in the tension of the fingers. Get rid of the 
tension of the mind and immediately the 
tension will disappear from the fingers. 
The writer whose fingers grip the pen 
with a grip of steel at 100 words a minute 
will write with complete comfort and re- 
laxation at 60 words a minute. Why? 
Because 100 words a minute is too fast for 
that writer. His mind cannot supply the 
outlines at that speed. His mental wires are 
crossed; and in the resulting confusion the 
correct messages are not sent down to the 
hand, which then 


Cases 


begins to pinch the pen 


and thus reflect the distress and_ tension 
of the mind 
At 60 words a minute, which is well 
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Frequent-W ord Drills 


in exercise on some words in the second and third thousand most-used 
words that come under the principles of Chapters Ten to Twelve 
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within that writer’s speed, the mind supplies 


and without confusion. 
from the mind. There is no tension in the 
mind or the hand. 


When 


you are trying to improve your 
shorthand, there will be times. when you 
will be driving to increase speed. Pen 
pinching is a danger signal that indicates 
that the pressure is perhaps a little too 
much and that you need slower dictation 


for the moment. 


ry . . . a sar "TT . , 

THERE IS ONE EXCEPTION to the 
general principle just explained. Sometimes 
has pinched the pen for so long 


longhand that he 


a writer 
in writing has developed 
the habit of pinching the pen even when 
mental is type of 
overcome only 


there is no tension. This 


habitual pen pinching may be 


by an effort of will, like any other bad 
habit. Fortunately habitual pen pinching is 
rar¢ he immediate cure is to relax the 


demand. The final remedy is to improve 
your skill so that you can meet the demand 


without fear or tension. 


SHOULD I USE PEN OR PENCIL? 
Write shorthand with a pen-—for several 
reasons. The principal reason is that pen 
notes save your eyes. Pen notes, written 
with a dark ink, are much clearer and 


easier to read than pencil notes even when 
they are first written 


Pencil notes rapidly 
smudge f 


the notebook rub 
together. Sometimes after a few 


notes begin to be 


as the pages of 
hours pencil 
difficult to read because 
f this smudging, whereas pen notes remain 
clear for many years. 

shorthand notes of the trial 
of Warren Hastings have been preserved 
and are still they on the 
day they were written with a quill pen 150 
years ago. 


The original 


as clear as were 


Smudged pencil notes are not only bad 
for the eyes, but they cause transcription er- 
rors. The sharp, clear pen notes offer the 
writer far less possibility of confusion be- 
tween circles or even be- 


tween circles and hooks. 


large and small 


\ further handicap of pencil writing is 
that a soft pencil point rapidly wears down 
and produces unreadable outlines. A hard 
pencil point requires such heavy pressure 
that the writer’s hand becomes tired. Short 
hand written with hard lead is difficult to see 
and strains the eyes. 

If a 
smooth. It 


should be 


nine, 


point 


too 


used, the 
should not be 


pen is 


because 
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fine points are likely to scratch. The ink 
The ink 
other dark color 
Some blue fountain pen ink is so faint that 


should flow freely, without blotting 


should be black or some 


it is difficult to see except in a strong light 
In instrument, you 
must remember that in the office the short- 
hand writer will transcribe 
time light 
light-blue pen 


choosing a writing 
for hours ata 
Pencil 
ink that may be 
readable with daylight may prove difficult 
to read by electric light. Don’t abuse you 


under electric notes or 


fountain 


eyes so needlessly. 
And if you are in the habit of writing 
take it off and 
lighter it is to hold and how 
much better balanced it is for writing. 


with the cap on your pen 


see how much 


Drill on Frequent Words 
of Chapters X to XII 


Based on the list given in “5000 Most-Used 
Shorthand Forms” 


(See shorthand on page 509) 











CHAPTER 10: central, constru n, contracts 
contrary, control, destroy, distributior district 
electric, entertain, intelligent, ests, interview 
introduced, exclusive, extremel s t, instruct 
ed, instruction, acted, active, ties, attractive 
leducted, defective, directed, effective, ele 


selected, agriculture, anticipate, inclined, includes 


included, inclusive, vercharge, overdue, over 
looked, oversight, paragraph, post office, postage, 
postal, circular, circumstances, superintendent 
superior, support, supreme, suspect, transactior 


transfer, transferred, transit, transportation, under 
stood, misunderstanding, center, enter, entered 
entering, grand, shortage, shortly 


CHAPTER 11: described, 


description, suk 
1 di 





scription, ancient, patient, dispose, disposed, dis 
position, proposed, reputation, failure, feature 
figure, figures, lecture, pictures, procure, securing 


annual, equal, mutual, schedule 
prospects, in expensive, 
agency, assurance, assuring, assured, leisure, meas 
U treasurer, results, assignment, ac 
articles, physical, practical, prac 
tically, political, politics, faculty, congratulate, 
congratulations, population, ability, inability 
liability, possibility, nsibility, capacity, aw 
thority, majority, security, specifications, phote- 
graph, telegraph, telegram, afterwards, forward 
ing, neighborhood, friendship, community, dignity 
domestic, C. O. D., parcel post 


CHAPTER 12: accommodate, accompanied, 
American, applications, argument, 
assistance, assistant, automobile, avoid, carbon 
Christian, civil, clerk, comfort, compare, com 
pliance, conclude, congress, connected, constitu 


secured, actual, 


inspection, prospect, ulre, 


ire, pressure, 


tually, equally, 


resp 


set 
assist 


| 
tion, criticism, crop, demonstration, disappointed, 
discuss, drop, energy, English, executed, fault, 





fortunate, generous, glorious, God, greatest, ™ 
pendent, investigation, involved, junior, literature, 
literary, neglect, neglected, observe, parcel, partial, 
possession, prefer, preferred, premium, pupil, re 


ognize, remainder, salesman, scarce, scarcely, 
senior, signature, silence, society, spoke, spoke, 
struck, substitute, succeed, sympathy, telephone, 
unfortunate, unfortunately, universal. unusu@ 


variety, vote, voted, warchouse, wholesale. 
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FLASH! FLASH! FLASH! 


The news you have been waiting for of the outcome of our 
annual globe-circling O. G. A. Contest. Good work well done! 


FLORENCE ELAINE ULRICH 


flight across the continent, our O. G. 

A. Flagship took a zigzag course 
from Maine to Florida, to Illinois, to Texas, 
to California, and north to Alaska, gath- 
ering a load of excellent O. G. A. specimens 
from high schools, colleges, teacher-train- 
ing institutions, parochial schools, private 
schools, and business offices in every state 
in the Union. no attempt at a 
nonstop record! Like the famed Tooner- 
ville trolley, our plane was hailed at every 
crossroads by eager Greggites, who thrust 
thousands of contest entries aboard. 


Q: THE first lap of her brilliant 


This was 


THE flight from Alaska to Hawaii was 
greeted by enthusiastic students from both 
private and high schools. One team, entered 
by the Wallace Rider Farrington High 
School, captured the Grand Prize Trophy, 
winning the cup permanently this year. 
(The trophy may be kept per- 
manently, you know, when won three times 
by one school.) Margaret Dietz Commer- 
cial School won First Place in the Private 
School Division. Hilo Commercial Col- 
lege ranked third, and the Galusha School 
of Business Training carried off a Prize- 
School Banner. 

Third Place in the Stenographers Divi- 
sion of the Contest was won by Beatrice 
Ho, of Honolulu. Fine specimens of short- 
hand writing skill come from the Hawaiian 
Islands each year, despite the attraction of 
Waikiki! 


school 


FROM Hawaii to the Philippines was a 
long ocean hop—but worth it. The pilot of 
our ship was signaled by a team of 218 
students from the Philippine School of 
Commerce. (This team succeeded in win- 
ning a Prize Banner in the Private School 
Division of the Contest.) Many stenog- 
raphers, reporters, and other students in 
the Philippines had contest entries ready 
and waiting. Weary years of occupation 
could not dampen the ardor of our Gregg- 
ites in those Islands! 

“Our ambition is to take up the work 
where we left off before the Occupation. 


Practicing for the O. G. A. Contest is as 
thrilling as ever.” So wrote one Filipino 
contestant. 


A SHORTER hop over the Sulu and 
South China Seas to Malaya and the Dutch 
East Indies enabled our pilot to take aboard 
some beautiful specimens written by stu- 
dents and teachers in these faraway lands. 
Then, nosing into the wind, the ship flew 
to Greece, Turkey, and Egypt—greeted 
everywhere by the joyous shouts of short- 
hand writers eager to pit their skill against 
the thousands of writers whose notes would 
be entered in the competition. One speci- 
men was submitted by Hiam Kempinski, 
a teacher now with the Israeli Army in 
Palestine. A club of tests from students, 
stenographers, and the teacher was submit- 
ted by Yeznig P. Tamizian, Police Head- 
quarters, Asmara, Eritrea, East Africa. 
John Economides, Salvago Commercial 
School, Chatby, Alexandria, Egypt, won 
Fourth Place in the Teachers Division of 
the Contest. 


QUR ship was hailed at many points 
in England and in Scotland. Maurice 
Watcham, a British shorthand reporter, is 
among the Individual Prize winners. Mr. 
Watcham used his shorthand to good ad- 
vantage during the War. William Millar, 
Dumfries, Scotland, also entered. And Os- 
car Lomeland, of Kristiansand, Norway, 
too. He is a veteran shorthand writer of 
note in that country. 


HOMEWARD bound, our O. G. A. Flag- 
ship stopped at Bermuda, Nova Scotia, 
Prince Edward Island, and the provinces of 
Canada, where more beautiful entries were 
put aboard. 

We cannot begin to tell you the thrills 
we experienced in examining the Contest 
specimens. Space would not permit it, for 
one thing. The story would be much, much 
too long. And time forbids, too, for even 
while we are at work on the Contest, the 
regular activities of the Credentials De- 
partment must go on. Nearly ninety thou- 
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sand student applications for shorthand and 
typing awards reached us prior to the East- 
er Holiday! It has been a record-year for 
your Awards Department. At the close of 
the year, we shall determine the teachers 
who, by their outstanding performance in 
training students (evidenced by the awards 
their students have won) have earned our 
beautiful Certificate of Teaching Accom- 
plishment. 


MANY of the thirty thousand tests re- 
ceived in this year’s Contest were on display 
at the Grecc Writer exhibit at the 
E.B.T.A. Convention, in the Hotel New 
Yorker. You might have been surprised to 
see the interest of teachers, and of students 
of teacher-training institutions, as_ they 
poured over the work done by you contest- 
ants. Many specimens were carried away 
for display on bulletin boards in their 
schools. If you receive a shorthand letter 
from Johnny Whosits, the secret of the 
mystery is that your specimen of short- 
hand was carried away from the conven- 
tion by Johnny’s teacher, and Johnny is 
writing to you to make certain that a 
student can really write shorthand that 
well! 


Awards Made in the 
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Over thirty-seven hundred students won 
Gold O. G. A. Pins. Here was a surprise: 
A club of specimens was submitted by the 
employees of the Ohio Farm Bureau, Co- 
lumbus, for the Stenographers Division. 
The work was done under the supervision 
of Muriel Erion. Charlene Stanton won a 
Gold O. G. A. Pin, and many O. G. A. 
Membership Certificates were issued to the 
stenographers in this group. Good work! 
We hope other firms will follow the exam- 
ple of the O. F. B. 


Not every entrant won a prize, but the 
effort and interest of all made the Contest 
a success. We appreciate the fine codpera- 
tion we received from the contestants. 
Faithful practice for the perfection of notes 
may enable many of you to capture prizes 
another year. In the meantime, we are 
certain that everyone benefitted from taking 
part. 

The prize-winning columns tell a story of 
fruitful teaching and shorthand penman- 
ship practice. Hearty congratulations! 
Thousands of prizes, being delivered to 
teachers, students, and shorthand writers 
everywhere, testify to the job well done. 

Bravo! 


1949 O.G.A. Contest 


WINNERS OF INDIVIDUAL AWARDS 


Students Division 


Top-Prize Winners 


First Puace: Sterling Silver “Bon Bon” 
College, Stillwater, Oklahoma 


Dish, Suitably Engraved 
tied with—Kay Matsuda, Albuquerque High School, Albuquerque, 


Betty Bowles, Oklahoma A. & M. 


New Mexico 


Seconp Prace: Sterling Silver “Tea Ball” and Plate, Attractively Boxed—Carolyn Franchi, Fordson 
High School, Dearborn, Michigan 
Tuirp Prace: Sterling Silver Cheese Server, Appropriately Engraved—Ruth F. Uno, Wallace Rider 


Farrington High School, Honolulu 35, 


Haw all 


Next Five Places 
Fountain Pen Desk Set 


Caroline Mottner, Altoona Catholic High School, Altoona, Pennsylvania 
Luisa Romero, Philippine School of Commerce, Sampaloc, Manila, Philippines 
Takaho Kadoyama, Margaret Dietz Commercial School, Honolulu 24, Hawaii 


Irene 


rud’homme, Saint Louis Academy, Lowell, 
Rosella Desch, Marysville High School, 


Massachusetts 
Marysville, Kansas 


Next Ten Places 
Gold and Enamel O. G. A. Pin and a year’s subscription to the Gregg Writer 


Berthe Robitaille, Saint Ann’s Academy, Rawdon, 
Montcalm, Quebec, Canada 

Zafira Zakay, St. Mary’s Academy, Colon, R.P 

Estelle Luberda, High School, Hammond, Indiana 

Suzanne Bash, Holy Family School, Tulsa 5, Okla 


Mariette Ducharme, Saint Louis Academy, Lowell, 
Massachusetts ’ 
Bob Antonio, Hilo Commercial College, Hilo, T. H 


Dolores Jean Isaak, Saint Mary Central High 
School, Carlyle, Illinois 

Helen Gutt, Manual Arts High School, Los An- 
geles 37, California 

Joan Klinker, St. Francis High School, Lafayette, 
Indiana 

Marv Anderson, Ni 
Huron, South 


rthwest College of Commerce, 
Dakota 


a 


ee aie ioe aa 


ee Fg — eee 


EG 






ine, | 


ers 
ne. 


Ison 


ider 


ligh 
An- 
tte, 


ree, 





LO TA 





ae Fas 





« Grece Writer, June, 1949 


513 


Stenographers Division 


Top-Prize W inners 


First Piace: Silver Trophy—Edward N. 


Seconp PLACE: 


furrp Prace: Sterling Silver Cheese Server, 


Huck, Jr., 1416 Detroit Street, 
Official Gregg Fountain Pen—Chin Kon Meng, Finance Department, Federal Secretariat, 

Kuala Lumpur, 
Appropriately Engraved—Beatrice Ho, 


Denver 6, Colorado 


Malaya 


1541 E. Liliha 


Street, Honolulu 22, Hawaii 


Next Five Places 


Fountain Pen Desk Set 


S. Fujikawa, Kalaheo, oe, 
Armstad, 802 51 Street, N. 
52 Bryn Arden Road, Sheldon, 
Judith ‘Kuramoto, 26 Lono Street, Hilo, 


Earl M. 


Miss P. Archer, 


Hawaii 

E., Washington, D. C. 
Birmingham, England 
Hawaii 


Russell D. Cornelius, 2011 Midroad, Colorado Springs, Colorado 


Next Ten Places 


Gold and Enamel O. G. 


Edwin J. Dierking, Official Reporter, Marysville, 
Kansas 

Tean E. Davison, 2420 North Kedzie Blvd., Chi- 

j cago 47, Illinois 

Samuel S. Sklarew, 495 W. 187 St., New York 
33, New York 

Phillip McKinney, P.O. Box 564, Silsbee, Texas 

Ruby Mary Holder, Plaisance, Demerara, British 
Guiana 


Teachers 


A. Pin and a year's subscription to the Gregg Writer 


Maurice H. Watcham, 53 Goodmayes Avenue, 


Goodmayes, Essex, England 

Priscilla Baca, 1413 West Bridge Street, Albu- 
querque, New Mexico 

William Mac Quarrie, Roche Perce, Sask., Canada 


Jcseph B. Cleary, 4415 53 
New York 


Laurel Hill, 


Avenue, 


Patricia E. Ient, 72 Boileau Road, Barnes, London, 
>. W. 83, England 
Division 


Top-Prize Winners 


Donald ef 


First Prace: Stiver Trophy 


Seconp Prace: Sterling Silver “ 


Miller, High School, 
Tea Ball’ and Plate—Mrs. Nora St. Pé, Northwest College of Commerce, 


San Mateo, California 


Huron, South Dakota 


Tuirp Prace: Sterling Silver 


Medal—William John Evans, 316 Park Road, 


Hockley, Birmingham 18, 


England 


Next Five Places 
Fountain Pen Desk Set 


John Economides, Salvago Commercial School, 


Mrs. Helen Linea Rosedahl, 


Barnes School of Commerce, Denver 2, 


Chatby, Alexandria, Egypt 


Colorado 


Mrs. Alma E. Hunt, Stevensville High School, Stevensville, Montana 
Frank Iannone, 5114 Chaplin Street, Pittsburgh 7, Pennsylvania 


Mrs. Lyle Lewis, 


Milaca High School, 


Milaca, Minnesota 


Next Ten Places 


Gold and Enamel O. G. 


Adrienne D. F. Boaz, 19c Highgate West Hill, 
London N. 6, England 

Rosa Webber, Clark College, Vancouver, Wash- 
ington 

John Hickey, 550 William St., Fall River, Massa- 

: chusetts 

Eutiquio C. Mendoza, Philippine School of Com- 
merce, Manila, Philippines—tied with— 

Mrs. Daisy Eloise Conquest, Hilo Commercial 
College, Hilo, Hawaii 


Felicita R. Mendez, Department of Education, San 
Juan, Puerto Rico 


Runners-Up for Top Honors 


A. Pin and a year’s subscription to the Gregg Writer 


Stanley G. Lober, Westland, Station Road, Hen- 
field, Sussex, England 

Elise M. Brockman, 2720 Jefferson Street, Balti- 
more 5, Maryland 

Ann R. Forys, Dracut High School, Dracut, 
Massachusetts 


Sister Miriam Julie, Notre Dame High School, 
Watsonville, California 

Hilda Mesick, Senior High School, Wapato, Wash- 
ington—tied with— 

Martha Frazier, Senior High School, 
West Virginia 


Charleston, 


Awarded Specially Bound Deluxe Edition of the Gregg Manual Simplified, Suitably Inscribed 


Violet N, Neale, 158 Ennismore Gardens, East 
Molesey, Surrey, England 
Sister Mary St. Monica, Mundelein Cathedral 


High School, Chicago 10, 


Tllinois 
Sister Marie Frances, St. 


Joseph's Business School, 


. Lockport, New York 
bert B. Parker, 63 Buell Street, Burlington, 
Vermont 


Marie Forrester, 57-55A Crosby Road 
Waterloo, Liverpool 22, England 

Perle Marie Parvis, High School, 
Indiana 


North, 


Hammond, 


Idah F. Willison, South High School, Grand 
_ Rapids, Michigan 
Alice Kasparian, Edison High School, Fresno, 


California (Continued on page 516) 
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Erma M. Bell, R.F.D Ilummelstown, Pent 
sylvania 
F. Alison Spence, Arthur Ilill High School, 


Saginaw, Michigan 

Daisee Frances Marshall, The Marshall 
School, Washington 9, D. ( 

Mary Sue McConnell, Carolina School of Com 
merce, Anderson, South Carolina 

Sister M. Elfrida, St. Mary Central High School, 
Carlyle, Illinois 

Helen Durako, Commercial High Sch 
Illinois 


Secretarial 


ol, Rivert 
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Clare M. Louis, Tewnship High School, Streator, 
Illinois 

Mary E. Tytla, Williams Memorial Institute, Ney 
London, Connecticut 

Nellie Scanlan, Decatut 
Decatur, Illinois 

Ellen Kruger, Minnesota School of 
neapolis, Minnesota 


Secretarial Sx hool, 


Min 


Business, 


Mrs. George ( Hall, Lamar College, Beaumont, 
exas 
Grace B. Pisa, Le Grand High School, Le Grand, 


California 


SCHOOL DIVISION WINNERS 


Grand School Prize 


Silver Loving Cup to the School and a Sterling Silver Plate to Each Teacher 


Wallace Rider Farrington High School, 
and Mr. Nyuk Shin Ching, 


Honolulu 
teachers. Score: 


96.7 


Hawaii; Miss A. Keakealanit Lee, Helen Luke 


Divisional Prizes 


First-Prize Trophy to the School and a Sterling Silver Bonbon Dish to the Teachers 


Hicgu Scuoor anp Coirece Division: Albuquerque 
Deen, Juanita Patterson, and Lillian M. Kicke. 
Private Scuoor Division Margaret Dietz 


teacher. Score: 95 
PaROcHIAL ScHoor Division: St. Mary 
teacher. Score: 95 


teachers 


Commercial 


High School, Hyde Park, Ci 


High School, Albuquerque, New Mexico; 
Score: 93.85 


School, 


Wilma 
Hawaii; Agnes M 


Honolulu 


neinnati 8, Ohio: Sister Jeron 


Second-Prize Banner to the School and a Bonbon Dish or Sterling Silver Medal* to 
the Teachers 


High ScHoot anv CotLrce Division: Dracut High School, Dracut, Massachusetts; Ann R. For 
teacher. Score: 86.8 

Private ScHoot Division: *Woodbury College, Los Angeles 14, California; R. Halter, and Mabe 
Morton, teachers. Score: 93.2 

ParOcHIAL Scuoor Division: Colegio Internacional de Maria Inmaculada, Panama; Sister Ma Frid 
teacher. Score: 91.5 


Third-Prize Banner to the School and a Silver Pie Server to the Teachers 


Hich Scuoor anv Coiiece Division 
teacher. Score: 85.75 


Edison High School, Fresno, California; Miss A. J 


Kasparia 


Private ScHoot Division: Hilo Commercial College, Hilo, Hawaii; Mrs. Daisy E. Conquest 
entene Kanne, and Alice Okuda, teachers. Score: 91.75 


ParocHIAL ScHoor Division 


and Sister M. Stanislaus, teachers. Score: 


St. Mary’s Academy, Colon, Republic of Panama; Sister M. Heriberth 
88.4 


Prize-School Banner Winners 


Banner to the Schools and a Fountain Pen Desk Set to Each Teacher 


High School and College Division 


Manual Arts High School, Los Angeles 37, Cali- 
fornia; Josephine T. Harriso1, Alice C. 
Floyd, Marian S. Ridout, and Regina Cher 


nev, teachers. Score: 8&4 


High School, Marysville, Kansas; Jrene Creager, 
teacher. Score: 81.4 

High School, Shinnston, West Virginia; Mrs. 
"elma Love, teacher. Score: 80.8 

Clark College, Vancouver, Washington; Rosa G 
Webber, teacher. Score: 80.6 

Union High School, Redlands, California; D. F. 


Atkinson, teacher. Score: 79.2 


Parochial School Division 


Mount Mercy Academy, Grand Rapids, Michigan; 


Sister Mary Fides, teacher. Score: 87.9 
Holy Name of Jesus High School, Worcester, 
Massachusetts; Sister M. Rose _ Lillia 
teacher. Score: 85.6 
St. Ann’s Academy, Marlboro, Massachusetts; 
Sister Mary Lawrence of Jesus, teacher. 
Score: 84.85 ‘ 
Catholic High School, Altoona, Pennsylvania; 


Sister M. Lots, teacher. Score: 84.8 


Private School Division 


Berkshire Hills School, Great Barrington, Massa- 
chusetts; Mabel M. Leidy, teacher. Score: 
81.12 

Northwest College of Commerce, Huron, South 
Dakota; Mrs. Nora St. Pé, teacher. Score: 


79.07 
Colegio del Ma., 


Vagna 


Inmaculado Corazon de 
Sister Mar 


Pereira, Caldas, 
teacher. 


Rural High School, Victoria, Kansas; Sister M. 
Petronilla, teacher. Score: 80.5 
Hawaiian Mission Academy, Honolulu, Hawaii; 


Mrs. R. A. Score 
79 
Barnes School of Commerce, 
rado; Mrs. Helen L. 
Score: 78.5 
Colombia, South 
76.8 


Strickland, teacher. 


Denver, Colo 
Rosendahl, teacher 


America; 
Score: 
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Banner to the School and a 
High School and College Division 
Fordson High School, 


Chrobak and Marion 
Score: 79.1 


Wanda 


teachers 


Dearborn, Michigan; 
Hunsicker, 


Senior High School, Macomb, Lllinois; Mabel I. 
Leighty, teacher. Score: 79 
Central School, Averill Park, New York; Mrs. 


Dorothy England 
ers. Score: 77.25 
ligh School, Hazel Park, Michigan; Mrs. Eleanor 


Willick, teacher—tied with— 


and Helen Ramroth, teach- 


Arizona State College, Tempe, Arizona; J. Bryce 
Sardiga, teacher. Score: 76.1 

Iligh School, Ecorse, Michigan; Carl H. Peterson 
and Mildred Jones, teachers. Score: 75.4 

Sullins College, Bristol, Virginia; Helen Walker, 
teacher. Score: 75.15 

John Harris High School, Harrisburg, Pennsyl- 
vania; Anna E. Read, teacher. Score: 74.9 

Maui High School, Hamakuapoko, Maui, Hawaii. 
Score: 74.6 

High School, South St. Paul, Minnesota; Helen 
Adair and Helen Hoover, teachers. Score: 
74.3 

High School, Frankfort, Kansas; Mrs. Anna 
Heaney, teacher. ‘Score: 74.1 


Gold O. 
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G. A. Pin to Each Teacher 


Parochial School Division 


St. Mary Central High School, Carlyle, Illinois; 
Sister M. Elfrida, teacher. Score: 79.8 
Our Lady of the Sacred Heart Convent, Ottawa, 
Ontario, Canada; Sister St. Celestine, teacher. 
Score: 78.7 

St. Ann’s Academy, Rawdon, Montcalm, Quebec, 
Canada; Sister Mary Monique-du-Rosaire, 
teacher. Score: 77.5 

St. Mary’s Academy, South Windsor, Ontario 
Canada; Sister M. Eulalie of Rome, teacher. 
Score: 77 

The Convent High School, St. John’s Antigua, 
British West Indies; Mother Mary Odilia, 
teacher. Score: 76.9 . 
Little Flower High School, Royal Oak, Michigan; 
Sister Helen Paul, teacher. Score: 76.6 
Holy Family School, Tulsa 5, Oklahoma; Sister 
Mary Ethelreda, teacher. Score: 76.2 
Holy Angels Academy, St. Jerome, Quebec, Can 
ada; Sister Marie Sylvio, teacher. Score: 76 

Cours Commercial Bilingue, Presentation of Mary. 
Philipsburg, Quebec, Canada; Sister Agnes 
de Ste. Marie, teacher. Score: 74.8 


St. Joseph Academy, Pendleton, Oregon; Sister 


Private School Division 


Galusha School of Business Training, Honolulu, 


Hawaii; Margaret Piltz, teacher. Score: 72.9 

St. Francis Studios, Balboa, Canal Zone; Sister 
M. Georgina and irs Mary Kenney, teachers. 
ScORE: 68.4 

Wasatch Academy, Mt. Pleasant, Utah; Mrs. 
Elsie Clitheroe, teacher. Score: 68 

University of Dubuque, Dubuque, Towa; Mrs. 
Margaret E. Van Scoyoc, teacher. Score: 
67.9 

Beacom College, Wilmington 99, Delaware; Mrs. 


Isabella B Score: 66.5 

Philippine School of 
omnes; E. C. 
Samano, and 
Score: 60.03 


Hitch, teacher. 


Mendoza, 
Mrs. 


M. Barnaba, teacher. Score: 74.7 
Campbell Secretarial School, New Bedford, Mas- 
sachusetts; Mrs. Vera Jozefek, teacher. 
Score: 66.03 
Churchman Business College, Easton, Pennsyl 
vania; Viola W. Hopkins, teacher. Score: 
64.6 
Greater New York Academy, Woodside, Long 
Island, New York; Charlene <A. Baker, 
teacher. Score: 61 7 
Victory Business School, Mt. Vernon, New York; 
Sister Frances Teresa, teacher. Score: 61.5 
er ea Manila, Philip 
Ancheta, J. ( 
S Aragon, teachers 


Honorable Mention Banners—AIl Divisions 


Awarded to Runners-U p with a Score of 70 or More 


St. Francis Academy, Nevada, Missouri; Sister 
Mary Rita, teacher. Score: 74.18 

Mundelein Cathedral High School, Chicago 10, 
Illinois; Stster M. St. Monica, teacher. 
Score: 73.8 

St. Louis Academy, Lowell, Massachusetts; Sister 
Agnes-du-Sauveur, teacher. Score: 73.8 

High School, Lancaster, Missouri; Elsie Deutsch 
mann, teacher. Score: 73.45 

Ni ithwestern Junior College & Academy, Orange 
City, lowa; Vesta Velna Martin, teacher. 
Score: 73.37 

Union High School, Tigard, Oregon; N. Elwert, 
teacher. Score: 73.2 


St. Angela Academy, Montreal, Quebec, Canada; 
Sister Mary Ernestine and — Mary Paul 


_ Edward, teachers. Score: 73.17 
Community High School, Pekin, “Lilinois; Myrtle 
rar 4 and Raymond Franz, teachers. Score: 


Pocher ‘High School, Greenville, South Carolina; 


Lucile Miller, teacher. Score: 72.9 
Alvernia High School, Chicago, Illinois; Sister 
M. Jacqueline and Sister M. Wilbert, 


teachers. Score: 72.8 
Union High School, Milton Junction, Wisconsin; 
Miss Ruby Agnew, teacher. Score: 72.! 
Madonna High School, Aurora, Illinois; Sister 
M. Margarita, teacher. Score: 72.7 
Academie Sainte-Marie, Haileybury, Ontario, Can- 
ada; Sister Sainte-Ludivine, teacher. Score: 
72.5 


Prairie Bible Institute High School, Three Hills, 


Alberta, Canada; Dorinda Robe rson, teacher. 
Score: 72.5 

St. Elizabeth’s Commercial School, Baltimore, 

Maryland; Sister M. Margaret Philomene, 


; teacher. Score: 72.3 
Notre Dame Academy, 
setts; Sister St. 


Massachu- 
Sister An- 


Southbridge, 
Jean-du-Cenacle, 


toine-de-l’Assumption and Sister Francoise- 
de-S. Joseph, teachers. Score: 72.25 

High School, Hollis, Oklahoma; Byrdeli Willson, 
teacher. Score: 72.07 

High School, Freeport, Illinois; Frances Ritz 
inger, teacher. Score: 72 

Polytechnic High School, Riverside, California; 


A DeForest Ohmen, teacher Score 


Institute of Notre Dame, Baltimore, Maryland; 


Sister Mary Carmella, teacher. Score: 71.7 
Notre Dame Secretarial School, Montreal, Canada; 
Sister St. Mary of Sion, teacher. Score: 71.5 


SS. Peter & Paul High School, Chicago 17, Illi 


nois; Sister Mary Alma, teacher. Score: 71.5 

St. Ann’s School, Webster, Massachusetts; Sister 
M. Leocadia of Jesus, teacher. Score: 71.5 

St. Mary High School, Jackson, sr Sister 
Lucy Ignatia, teacher. Score: 71 

High School, Flushing, Michigan; Mabel I. Wub- 
bena, teacher. Score: 71.37 

St. Frances de Chantal High School, Randolph, 
Nebraska; Sister M. Digna, teacher. Score: 
r | ) 


71.2 (Continued on page 520) 
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Per nsyl- 
Score: 


Maryland; 


RE 68.09 
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Schools scoring 69.9 to 65, inclusive 


hool, St. Charles, Michigar Merta 1 
tea her. Sco oY 
s School, Colon, Re 
Vl -tonel, teacher 
1, Milaca, Minnesota 
teacher. Score: 69 
St. Bonifac Business School 
sylvania; Stster Mary lacervill a 
eola, teachers. Sc . for Elsie M. Kain, teacher. Score: 661 
St. Hedwig High School, Detroit, ichig , ’ é 7 ees Donel 
ter Mary Daniel, teacher. S E ) a 4 — . 
Alphonsus, Dearborn, higar i M Pee ioe aes : : Cuba 
Mercita, teacher. Scor } , = ee ‘ , “ed 5 ¥- 7 
High School uron, it} : La B ee — » 00. 
¢ teac } S b ) Ig - as as ’ y \ eek Er 
High School, lori Vf I ( us 
teacher. Scox 9.45 1! ir 4 : siddeford, Mai ef 
High School, Delaware, Oklahoma; M ae Sist ] Elise-d roir, icher. Sco 
McClure, teacher ‘ : 
St. Aloysius High School I ny I in gh § | milton, io; Sis 
shire; Sister Mary f ; 
Score: 69.2 


‘ 1101 Texase 
High School, ' rgia; JA \ Ml ; Hartenbor teacher. Scommg 


Perkins, teacher Se ) ’ z 
High School, rber, Ia} \ mY laverford High Sch Havertown. Pennsylva 


troup, teacher. ‘ Elsie Myers and Irene K. Adams, teacher 
Assumption Comr llege 1 

Brother Roga 
High School, Hot 

Hoe rt et, 


Bethesda-Chevy Chase 


65 





Bethesda, Maryland; 

teacher. Score: 68.7 | 1 Scl ri 
Senior High School, I: intair hi {ilott, teacher 

John B. Tabaka an VM Bea e Tr icred Heart Academy 

t chers Scort té Vary } 

f Our ly, icag 3, «Dir I 

Sister Mary i eacher RE 

helle Townshi igh School, chelle, Illinois t y's J lemy, Amaril 

Doris H rvell 7 » 





Texas; 
AS f 


teac! ( 


Anne Community ig chool, Minneapolis, 1 Catholic High School, McSherrystowmy 
Minnesota; Carina Gulbrandson, teache1 yivania; Stster M. Illuminata, teachee 
SCORE 

lement School, Center Line, Michigan; te ‘ 1 | rt J demy, Del Rio, 7 : Sister 


ean Marte, teacher. Score: 68.2 ny Roch, teacher. Score: 65 


[Honorable Mentions in the Schools, Students, and Teachers Divisions, will be 


September issue.} 


continued in the 
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O.G.A. Style Studies | 
and Awards Test 


O. G. A. Membership Test 


Self-Confidence 
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(See page 529 for Junior O.G.A. Test) 
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June Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite 


checking and insure accuracy in making out certificates. 


ship tests for O. A.T., C.T., and O.G. A. 


June copy is good as member- 


until receipt of the September, 1949, issue.] 


Senior O. A. T. Test 


INSTRUCTIONS: Type the following letter in semiblock style. 


Provide name and address. On « 


second sheet, set up in two columns the information relative to the paid subscriptions to The Executive's 
Quarterly as of May, 1949. Underscore in your copy to represent italics in type. 
Minimum office standard: Satisfactory work on first writing, in 35 minutes. 


Geographic Distribution of Paid Subscriptions to 


THE EXECUTIVE’S QUARTERLY 











May, 
tao cc ik oyna aioe aia 112 
New Hampshire ............... 81 
a ie oa sve aigsd eRe ate $s 43 
rere 443 
ee, eee reer eee 56 
SEE oxic hase pee aaboeke 170 
NEW ENGLAND.............. 905 
dk cvs needa Nee we ee 809 
FRPP Cr er 357 
Pennsylvania 7144 
MIDDLE ATLANTIC......... 1,910 
EEOC CECT re ore 23 
a ile ee Yat eae hee 116 
District of Columbia............ 106 
ies a 6 i a ahieck baw eed we 117 
West Virginia...... scp atintiavale. 
ee eee 130 
oe le eda 715 
NTE a aiid 44 could awaken aie 86 
EE an slns ss Gin eeeenGaae en 105 
SOUTH ATLANTIC........... 873 














1949 

PTT T TTT Te Tree er 598 
I sais (s50 ck Sry 0d a ee ee 379 
ib kiss 6 ice Wy ee bee RE oe 854 
CC EE reer 499 
ee ee ee ere 415 
EAST NORTH CENTRAL..... 2,745 
EN oni cn cae wks emp iueaee 97 
I, iy rade ode he eas kB 139 
EE ari oe kates GO egal 73 
I Aaa ja nee Matin datas gI 
EAST SOUTH CENTRAL..... 400 
EPPO CT er ee 302 
EE tended 6 Féd ass hebe berews 304 
ee 
DPE wcccsacudeasdesee 51 
EE SEED noc enews keew sew en 82 
Gnas adéi + beeacaweeen 188 
Kansas ... 308 
WEST NORTH CENTRAL.... 1,572 
Pe ere rere er 85 
i, A6cnbnee ape kaee adden 98 
eres 4 178 
ee rrr Se 
WEST SOUTH CENTRAL..... 680 





Dear Sir: You requested a statement 
of the geographic distribution of paid 
subscriptions to The Executive’s Quar- 
terly. We have made an analysis and 
are sending you page 1 of the statement. 

You will notice, as we anticipated, 
that the East North Central section of 
the country has the greatest number 
of subscribers. This is the section that 
includes the cities of Chicago and De- 
troit. The Middle Atlantic section, 
which includes the cities of New York, 
Philadephia, and Pittsburgh, ranks sec- 
ond. In third place is the West North 


Central section. Each of these sections, 
incidentally, has more than fifteen 
hundred subscribers — a remarkable 
showing for this specialized type of 
magazine. The showing for the other 
sections of the country is quite satis- 
factory, too, it seems to us. We will 
forward the rest of the figures later. 
Will you let me have your comments 
after you have had an opportunity to 
examine the accompanying statement. 
Very truly yours, A. B. Brown, Head, 
Subscription Department, THE EX- 
ECUTIVE’S QUARTERLY. 


(See page 529 for Junior O. A. T. Test) 











524 Tue Grece Waiter, June, Mi );; 


June Competent Typist Test 


Use double spacing in typing this test } 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten ; 

words for each error to get net words written. Divide this by 10 to determine the net words per miuute. t 

The number of strokes is indicated at the end of each line in order to facilitate counting the gross } 
number of strokes written.) 


Strokes 
If one would travel with intelligence through a long- 53 
settled country he must know the marks that distinguish _109 
the periods of architecture. These are his obvious hand- 165 ff 
book to the past. And when he has learned their easy 219 
forms he must be content to stand in contest with them 274 
before he cribs an answer. Each of a dozen centuries of- — 330 
fers him a clew—the size of stone, the round arch, a dog- 387_ | 
tooth decoration, the undercutting of a water drip, a 441 | 
pointed window, the grouping of lancets beneath an up- 494 
per light, perpendicular tracery, fan vaulting. These and 553 } 
a hundred other clews are his. 585 : 
And if to this knowledge a man can add sufficient facts 64! 
of glass, tapestries, carved wood, and brass, he can hold 69 
high his head before any learned person and wag his chin _756 
with wisdom. 770 
One great hall into which we entered was built in the 8&4 
fifteenth century. Its fire was at the center, originally 883 
with an opening and cupola above to carry off the smoke. 40 
A pile of faggots now marks the place. The roofissharp- 97 | 





ly pitched with timbers that rest on grotesque corbels. 1054 
At the upper end of the hall is a dais on which the lord of 1114 
the manor, his guests and family ate, and at the lower end 1173 
a screen with gallery above. Doors open past the screen 1230 


to the cellar and kitchens, and from the dais a flight of 1288 
stairs leads to a drawing room where a narrow window | 1341 
looks down upon the hall. 1368 
For the great hall primarily was not so much a place _ 1421 
for guests and banquets as a common center for homely 1475 
feudal living. A drawing room was a withdrawing room _ 1529 
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to which the family went from meals in order that the hall 
might be left to the evening uses of the servants. Here, 
below the dais, the retainers ate at long tables of heavy 
oak, each with a wooden trencher. At one such place 
presently we shall see a list of one hundred and twenty 
servants who dined in the great hall. And these halls, 
in early times, were the common sleeping room of the 
men. They had no beds, but found comfort in the rushes 
of the floor as best they could, where perhaps bones had 
been thrown to the hungry dogs. 

If we are inclined to think of servants in a modern 
sense—a transitory population that flits from house to 
house and spends its evenings at the movies—we shall 
have a false notion of this feudal life. It was a mighty 
family that changed chiefly with a birth or death. When 
a man grew too feeble for war or the field he was shifted 
to the cellar, or he held the stirrup of his lord. As soon as 
his granddaughter was able to run alone she washed the 
trenchers or passed the meat at table. It was a life of 
discipline under despotic rule, with harsh punishment for 
those who were sulky in their service, and yet it gave live- 
lihood and security in dangerous times and bred a loyalty 
that now has largely passed away. 

Quiet days have fallen now on Penshurst. The gal- 
leries are closed except at the hour when visitors are 
shown about. The owner is a bachelor who keeps but a 
broken remnant of its servants. We saw him last night 
walking in the village street, and he was dressed in com- 
mon tweed without a feather or ribbon to link him up to 
braver days. Cattle graze upon his park where once 
Swept a pageantry of silk. The mighty furniture hears 
now no gossip of the fall of favorites, and if any whisper 
falls across the windy night in these neglected rooms it 
is but an echo from an older world.—Adapted from Brooks’ 
“Round About to Canterbury.” 


[Repeat from the beginning until end of the ten-minute test period.| 
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The New Gregg Shorthand Manual 


First of the New Gregg Shorthand Simpli- 
fied Series. The Complete Series Includes: , 





classes taught by inductive-deductive method; 70 lessons—theor 


pleted in 48; now available. 

e GREGG SHORTHAND MANUAL SIMPLIFIED, FUNCTI@ 
METHOD, alternative text for Functional Method classes; 70 lest 
theory completed in 45; now available. 


FIRST TERM  e GREGG SHORTHAND MANUAL SIMPLIFIED, the basic 1. 


SECOND TERM e GREGG DICTATION SIMPLIFIED, skill-building text for 
term in both Basic Method and Functional Method classes; 80 le 
now available. 


ADVANCED @ GREGG ADVANCED DICTATION, a speed-building ad# 
TERM course, all in shorthand; 80 lessons; ready this fall. 

e GREGG SPEED BUILDING SIMPLIFIED, a  speed-building 

vanced course, part in shorthand, part in print; 80 lessons; read 


fall. 





TRANSCRIPTION e¢ GREGG TRANSCRIPTION SIMPLIFIED, a vocational-® 
course for transcription; 80 lessons; ready by fall. 
. Ask 
OTHER e TEACHER'S KEY to each text, published at the same time ? 

AIDS published. Keys for first- and second-term books now available 

e MOST-USED SHORTHAND WORDS AND PHRASES, sup? 

tary list of 5,000 most useful business words and phrases, arrat 
parallel the presentation in the two Manuals; ready now. R 
e THE PHRASES OF GREGG SHORTHAND, over 4,000 phragy 

ranged in three reference groups—alphabetic, word-family, and 

ready this summer. i 








e WORD LIST FOR GREGG SHORTHAND SIMPLIFIED, t& Me 
shorthand dictionary,” listing about 30,000 words alphabetically i 
this summer. ess | 


Please mention the Gregg Writer when answering advertisements. 
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Other Bochs for Secretarial Success 


SECRETARIAL @ SECRETARIAL EFFICIENCY (Second Edition). A comprehensive, 
TRAINING practical manual of secretarial practice covering the why as well as 
the how of the secretary’s many duties and problems. Dictation, tran- 
scription, appointments, callers, commissions; finding, interpreting, and 
filing information, and many other details are explained with practical 
methods and helpful pointers. By Faunce and Nichols. List, $3.50. 


e APPLIED SECRETARIAL PRACTICE (Second Edition). A secre- 
tarial training text widely used in high schools to bring to peak effi- 
ciency the student’s preparation for office work—from job finding to 
job success. Teaches essential office procedures and skills, develops 
desirable personality traits, deals realistically with office work. Work- 
book and visual aids available. By Gregg and SoRelle. List, $2.00. 


PERSONALITY e¢ HOW TO IMPROVE YOUR PERSONALITY. A guide to per- 
sonality improvement, including tests and surveys by which to find 
TRAINING personality needs. Recommends step-by-step methods to overcome 
personality handicaps. Contains many interesting case studies and 

illustrations. By Newton. List, $2.50. 


EFFECTIVE PERSONALITY BUILDING. Although written from 
the point of view of the college student planning a career in business, 

this helpful book will be of interest to all who wish to improve and 
ud rebuild personality from within and without. A_ self-improvement 
text. By Vaughn and Roth. List, $2.50. 


BUSINESS e ETIQUETTE IN BUSINESS. A lively, interesting, and effective 

ETIQUETTE book that shows how the practice of etiquette in business makes work- 

ing days pleasanter for everyone. Answers hundreds of questions 

basic te about tactful speech, meeting people, handling difficult situations, and 
_cheen soon. By Carney. List, $3.25. 


WHAT DO I DO NOW? A guide to the correct conduct and dress 

INCTI for business people. Deals with the social conventions of the business 

+ 70 les office. Exercises lead to the acquisition and practice of proper office 

. etiquette. Accompanying workbook contains 66 correlated activities 
and tests. By Payne. List, $1.20. 


xt for QUICK e¢ STANDARD HANDBOOK FOR SECRETARIES (Fifth Edition). 
2s; 80 le REFERENCE Not only an invaluable secretarial desk reference book but also a 
HELPS three-in-one collegiate textbook. A special teacher’s handbook (by 

Madeline S. Strony) shows how to use text for (J) a unit on reference 


ing adi aids, (2) a course in office practice or secretarial training, and (3) an 

3 intensive refresher course in business English. Half the book is on 
- English—grammar, punctuation, etc.—half is on secretarial informa- 
eg tion. By Lots Hutchinson. List, $3.50. 


ys; ready : ‘ saint tl . +8 
i © 20,000 WORDS (Second Edition). Handy little “dictionary for tran- 
t scribers.” Should be on the desk of every typist and transcriber. In 
tional-til it the correct spelling, division, and accenting of any one of more than 


20,000 useful words can be found in an instant. By Leslie. List, 80¢ 
' 


Ask your Gregg Representative to show these books to you, or write to the nearest office 
for approval copies. 


The Gregg Publishing Company 


ne time 
vailable 
ES, sup? 
es, arra 
7 
)00 phras 
nily, and 





te W-HILL @ New York 16, 270 Madison Ave. @ Dallas 1, 2210 Pacific Ave 
“IED, aut @ Chicago 3, 37 S. Wabash A @ Toronto 1, 50 York St 
netically: qgo 3, . Wabash Ave. oronto " 

ess Education Division @ San Francisco 3, 931 Howard St. @ London W.C. 1, 51 Russell Sq 


Please mention the Gregg Writer when answering advertisements. 
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} The Time Draws Near 
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INSTRUCTIONS: Type the following copy, with 
the heading in all capital letters. Single space; 
double space between paragraphs. Type evenly. 


THE DEVELOPMENT OF TRADE 
_ The development of trade is a most 
important job today. Trade is the key- 
stone of the world we are trying to 
create. The War changed the purpose 
of economic activity, and every part of 
our industry was affected. The channels 


| 
y | , Junior O. A. T. Test 4 
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of trade were violently disturbed, the 
relative importance of different prod- 
ucts altering the direction of trade. 

The return of peace has changed the 
purpose of trade once again. But 
normal trade is essentially a two-way 
process. We must make a rapid ad- 
justment, not only in our practices, 
but also in our ways of thought if we 
are to make the transition from a one- 
way shipment of goods and services 
for war to the give-and-take that is 
necessary if trade is to make its con- 
tribution to living in peace. 

The changes will be costly and diffi- 
cult unless we are prepared to take 
a broad view of international commerce 
instead of a narrow one. There must 
be a substantial increase of imports 
into the United States. By purchasing 
from abroad, we shall make it possible 
for other nations to buy the commodi- 
ties we have to sell. The livelihood of 
millions of our workers depends on this 
trade. In order to increase our exports, 
we must expand our imports. 

Business is better organized for ex- 
port trade than it is for import trade. 
We must learn to consider the loss 
that trade barriers inflict on us, depriv- 
ing us of many things produced abroad 
for which we have no domestic counter- 
part in variety, quality, or price. We 
need to organize imports so that goods 
selected to meet the demands of the 
American people are imported in 
greater variety and in greater quantity 
than before. 





| Information Desk | 





® In the following—“One hundred issues at 
6¢ an issue makes your total an even six’’— 
would you consider issues as the subject requir- 
ing a plural verb, or is the phrase ‘“‘one hundred 
issues” considered a singular subject because it 
is a unitary thought?—S. W. 


Your sentence is correct. When a num- 
ber (in this case one hundred) and a 
plural noun (issues) represent a singular 
idea as they do here, they are followed by 
a singular verb 


Ss Is it preferable to give the title of an 
vficer on an interoffice communication? Should 
it be given on the envelope in which the inter- 
office communication is to be mailed direct to the 
officer >—D N. 


Titles of officers are not usually included 
in interoffice communications, as such titles 
are considered unnecessary. Titles are 
»ften used on envelopes, however. 
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Who’s Who in Shorthand Speed | 


“Hobby Proves Asset for Local 
Accountant” 


Examiner A. A. BOWLE 


shorthand 


AYNE FROST, reporter 

f Buffalo, New York, we have been 
informed, has just passed the Supreme Court 
Reporters Examination. His name is third 
on the list—a very high rating! Mr. Frost 
was recently a winner of the 
mond Medal for writing and transcribing 
the 200-word-a-minute Expert Test. 

The Buffalo Courier-Express, reporting 
the medal event, flashed the headline, 
“Hobby Proves Asset for Local Account- 
ant.” The story continued: 


WAYNE FROST, 18 Midvale Avenue, 
took up shorthand as a hobby. This week he 
received what is believed to be the first 
Buffalo award of the Gregg Diamond Medal 
for writing 200 words a minute, with 95 
per cent His is the 23lst medal 
awarded since the Gregg system was in- 


Gregg Dia 


accuracy. 


augurated about 60 years ago. 

Frost, graduate of Bennett High School, 
studied shorthand “off and on” in high 
school postgraduate work, night schools, and 
business Accounting vo- 
cation, and he served as a timekeeper for 
the county highway department and later 
filled a job in the county treasurer’s office. 

It wasn’t until Uncle Sam tapped him 
April 27, 1942, that Frost put his hobby to 
work. He soon learned that male secretaries 
were a rarity in the Army, and immediately 
he was set to work as a confidential secre- 
tary in the Office of Strategic Services. 
Discharged August 21, 1945, Frost had 
spent thirty-seven months of his service 


schools. was his 


overseas. 

“IT certainly was lucky to have short- 
hand as a hobby,” said Frost. “It got me 
into one of the most interesting lines of 
work in the Army; and I met and worked 
with a number of outstanding personalities, 
including General William J. Donovan.” 

Back at his job in the treasurer’s office, 
Frost missed his old hobby, shorthand, and 
so accepted a position as reporter for ref- 
eree’s hearings at the New York State Un- 
employment Insurance Office. Last Decem- 
ber he began similar work in the New 
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Julian Caster presents medal 
to Wayne Frost 


York State Workmen’s Compensation Bu- 
reau, the position he now holds. 

Immediately on his return from overseas, 
Frost began practicing to increase his short- 
hand speed. He again enrolled at the 
Jean Summers Business School, where he 
had studied before entering the Army. 

“It wasn’t so hard to get up to 175 words 
a minute,” said Frost, “but that last 25 was 
tough. I’m very pleased to have the Dia- 
mond award, but no one better 
than I do that there are other reporters in 
town who probably could pass the test if 
they wanted to give time to it.” 

Mrs. Julian Caster, superintendent of the 
Jean Summers School, said that few have 
the agility and ability to stick to it to make 
200 words a minute. Frost, she said, has 
both. 


realizes 


So ends the newspaper story, to which 
we add: 

Mr. Frost is a member of the Eighth 
Judicial District Shorthand Reporters As- 
sociation and enjoys, in addition to his 
hobby of shorthand, bowling and golf, of 
which he says he is a participant but does 
not rate himself high. And he likes “any 
sport from a spectator standpoint!” 

Our congratulations to the hobbyist who 
has made his avocation his vocation! 
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THE SHORTHAND REPORTER 





THE LISTS ARE STILL OPEN 


And always will be for competent shorthand reporters, re- 
gardless of the seeming “influx” of newcomers to the field 


CHARLES LEE SWEM 


Official Stenographer. New York Supreme Court 


N A RECENT ISSUE of one of the re- 
porting magazines appeared a com 
plaint that more reporters are being 

trained by the schools of the country than 
are needed to meet the demand. In the 
same issue was another complaint—that 
not enough reporters are finding their way 
into the profession. Both complaints have 
substantial validity-and are readily recon- 
ciled. The author of the first complaint 
was referring, I feel, to the numbers of 
ambitious, but unready, writers who swarm 
into the field and add to the already large 
reporters, both veteran and 
novice alike, who manage to “get by” as 
verbatim reporters with a little shorthand 
and less experience. The author of the sec- 
ond complaint was undoubtedly pointing to 
the fact that there are not now, and never 
have been, enough highly skilled and ex- 
perienced writers to meet the reporting re- 
quirements of the country. 


nui:ubers of 


FURTHERMORE, both complainants 
spoke of conditions in a section of the coun- 
try where no recognized official standards, 
such as C.S.R. and Civil 


wl 


Service, exist; 
ere all reporting, even in the courts, is 
done on a free-lance or contract basis. In 
any such community, competition is natural 
ly keen, and conditions offer an open field 
for reporters of all kinds and quality who 
are willing to pit whatever skill they pos- 
sess against the field. Some may be good, 
and some may not be; but undoubtedly, 
there are more hopeful, but inexperienced, 
writers in such a field than are necessary 
or perhaps desirable. 

In the C.S.R. states and in the Civil 
Service state of New York, nothing of the 
sort can, by any stretch of the imagination, 
be said to exist, although in the metropoli- 
tan district of New York City there are 
more young reporters being trained than in 
any other part of the country. Here it is 
impossible for an untried reporter to hope 
to test his skill in the courts or the admin- 


istrative bureaus and commissions where 


verbatim reporting is required until he has 
passed a Civil examination and 
proved a downright ability to report. 


Ser vice 


THE complaint that too many young re- 
porters are being trained by the schools of 
the country is palpably in error, because 
there are so few schools and speed classes 
teaching reporting it is surprising that 
enough young writers reach the reporting 
ranks to fill the growing need. In less than 
half a dozen sections of the country are 
there reporting schools or speed classes. 
These, naturally, are in the large urban 
centers, where there is economic justifica- 
tion for them; in New York City the two 
leading shorthand speed 
widely known evening classes conducted by 
Hunter College and Columbia University. 

Only in Chicago, New York, Detroit, and 
Los Angeles, of all the cities of the country, 
are there schools that present a well-de- 
fined reporting curriculum. 


classes are the 


ANY one of the two hundred thousand or 
more shorthand writers who are graduated 
yearly from the business and high schools 
possesses the rudimentary basis for short- 
hand reporting. From just such raw material 
as these were fashioned most of the veteran 
reporters of today. Some acquired further 
formal shorthand schooling; many did not. 
Many simply continued with the same 
course of study that they had been accus- 
tomed to in school—practice, dictation, and 
an accumulating knowledge of their system 
of shorthand—until they acquired a speed 
and a working vocabulary sufficient to re 
port normally spoken language uttered by 
a speaker from a platform, a_ business 
executive at a round-table conference, or 
a witness in court. Then, with some ex- 
perience, they became, either through trial 
and error or by virtue of a successfully 
passed examination, bona fide reporters. 
The professional reporting problem arises 
right here. By the simple, uncomplicated 
development of their ability, these short- 

















te 


hand writers have become recognized re 
porters; but one can hardly call them expert 


reporters or fully competent ones. They 
i but still 


It has been comparatively cas) 


tledglings, 


beginners, 


plodded a bit and worked and practiced, 
somctimes monotonously; and they have 
done a commendable job. It has not been 


too difficult; and they find 


comfortable position, where the in rest 
on their labors. The job is mn e goa 
is attained; they are perhaps not so tast 
ir sO competent as some others, but with 
experien e thev will be able t lo as We 

is the next t \ it t \ ve 5 they 
think! 

THESE are the reporters trav 

along with a large company, growing a hh 


tle better with experience but never reac 
ing true verbatim writing ability, the skill 
necessary to make them outstanding or evet 
conspicuous. Ii they have a modest official 
uurt position, they need t rry tiie 
onfirmed tendency to maintain the status 
io inherent s positions wil rotect 
tnem tor tix 5 tieir ¢ Ol lives 
lt they « se to, or perforce must, f 
v a free-lance caree cours vy WI 
meet kee comp i! othe eport- 
ers. You will I en ver griping 
about the imadequacy of shorthand, the 
growing speed of speakers, and the grind 


t 
l 


it their ) ul V1 nin that they ¢ 
; - ons, 
their days mediocre reporters and liabilities 
t ti T p ESS 
But there i nother kind Res anal maaan 
mut there is another Kind Ot Dird a rare 
VIS W s from the nest a fledgling, too, 
but who doesn't sit on the edge of it once 


he has sprouted his reporting wings. He 
too, has started with nothing re thar 
his knowledge o shortiial but ¢ is 


worked over it 


fringe 


ot reporting 


but, for some reason, either intrinsic ot 
extrinsic to himself—curiosity, necessity 
or stubbornness—he has nourished it still 
further, until he has become what may hor 
estly be called a verbatim writer 

probably the most 


SHORTHAND is 
abused art in the world. So 


done with a little of it that it is 


much can be 


developed to its highest usefulness. Today, 


yung person possessing an ordinary 
shorthand need be 


adequate employment and a means of earn 


no y 


knowledge of without 


ing a livelihood. The business world has 
for decades absorbed, and apparently ca 
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in the future absorb, all the stenographers 
the No 
student ambitious to be a shorthand reporter 
need worry about the means or the method. 
can attend one of the few reporting 

h the better; if not, high- 
speed classes or individual home study and 
while he still 

livelihood as a com- 


the schools of country can train. 


If he 


. hools, SO 


mu¢ 


development are available, 


earns the necessary 


mercial stenographer 


[his latter possibility—the possession of 


universal means of employment 
saving grace of the profession. If 
for the fact that young writers 
an and liveli- 


hood while they are perfecting their skill 


it were not 


do use shorthand as a 
there would 
fill the 


needs of the country. For, 


tor higher usefulness, never 
reporting 
even after the 
shorthand writer has attended a reporting 
school, there may be, and there usually is, 
an interlude or interim 


Loe 
reacnes 


be enough recruits to 


before the novice 
even reporting fringe. The 
young medical or law student in the same 
ircumstances must wait out that interlude 
without an 
ng student simply takes a job as a com 
stenographer and makes 
a respectable living until an opportunity 
in the Civil or C32 
examination or a free-lance opening, comes 
along to launch him into the profession full 
born. 


the 
Lille 


earning capacity. The 


report 
mercial or a law 


way of a Service 


By no means are there enough report- 
ers being trained today—competent, truly 
verbatim But it 


reporters. should be said 


that in these times of keener competition 
and the possible threat to the reporting 
profession of mechanical recording, the 


need has become greater and greater for the 
highly skilled, competent reporter and less 
for the complacent, mediocre one. 


Answers to “Picnic” Quiz 


on Page 507 


PICkle ¢ (a) PICkabac! 
NTCholas (b) NICked 
PICeadilly 7 1) PICkpocket 


NICknack 
PICture 
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NIChe 
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Recurring Fk requently in 
Congressional Debates 
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Transcription Talent Teaser 


Key to May Test Letter 
E. LILLIAN HUTCHINSON 


1999 
1 May 15etr 
2 The Wilgon Storage and Moving Company, 
3 1310 EP High Starel 
4 Springfield, OLio 
5 Attention Mr. Edward Wilson 
6 ; : - 
7 The —— that you packed af moved for us from 
8 A ingfield weeks ago arrived in class conditions 
9 th the exception of the drop,leaf table. 
1 am sorry to report that one of the lea was vachy 
litea* le marred. 


12 Yesterday 
13 sentative here 


Aweuntl 


7 
hen ill ed this damage to your repre- 
he spégested that I have the damage repdred 


14 and deduct the - from my eee to you. As a mat- 
15 ter of fact, that is what I had plang to do. 

x A 
16 [on the wholeZhowever your service was very satis- 
17 factory,and we not hésitate to recoménd you to 
18 [anyCon who inguires about it. A 


19 a lLhall 


OUR coming in on this 
May Test when our June forms closed, 
but it was too early to have found out 
were—whether the 
majority of you had discovered ail the cor- 
rections needed. 

Just run through this corrected version 
with the carbon copy of the letter that we 
assume you made, and you'll know whether 
to expect a copy of Punctuation in a Nut- 
shell to reward the transcript you prepared 
of this test. 

The examining of your papers may take 
some time. The leaflets will, however, be 
mailed out as fast as possible. 


papers were 


how sharp your eyes 


THE following brief analysis of the cor- 
rections we have made will clarify any- 
thing you may not find self-explanatory 
without your having to refer to the discus- 
sions in past issues: 


Line 1. Figures in date line are written 
without st, d, or th, and include year. 

Line 2. Spell out “Company” unless ab- 
breviated on a firm’s stationery. 

Line 3. Spell street names in full. 

Line 4. Spell state names in full. 

Line 6. Letters addressed to a firm take 
the salutation “Gentlemen.” 

Line 8. (1) Erase—don’t ever make 
strikeovers. (2) Spell out instead of using 


Sincerely) - 


figures in most instances in sentence matte! 
(3) Hyphenate compound adjectives. (4 
Complete sentences—do not leave “dangling” 
phrases—hence, no period here. 

Line 9. (1) Phrase belongs with preced- 
ing sentence; therefore a small letter should 
have been used. (2) Hyphen required in 
compound adjectives like “drop-leaf.” 

Line 10. (1) Double space paragraphs in 
single-spaced matter. (2) Plural of “leaf” 
changes to “leaves.” (3) A two-letter 
carryover is not considered good style; and 
it saves only one space. 

Line 13. (1) Comma required after intro- 
ductory clauses. (2) An i needed in the 
word “repaired.” 

Line 14. Abbreviations not good taste in 
body of a letter—spell out “amount.” 

Line 15. (1) Comma required after the 
introductory phrase, “As a matter of fact.” 
(2) Two n’s needed in “planned.” 

Line 16. (1) Incorrect paragraph inden 
tion. (2) Commas needed both sides of ex- 
traneous expressions not necessary to the 
sense of the sentence. 

Line 17. (1) Semicolon required between 
clauses if one of them is punctuated with 
commas. (2) “Shall,” not “will,” expresses 
simple futurity, in the first person. (3) Two 
m’s needed in “recommend.” 

Line 18. (1) Skipped space at beginning 
of line—watch your carriage return! (2) As 
a compound pronoun “anyone” is one word 

Line 19. “Sincerely yours,” preferred to 
the one-word closing. 
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Butterflies that Sank the Ship 


RALPH D. FINCH 
As reprinted in The Outlook from the “Radio Officer’s News” 


Pat S Sees a ee 


Win ~ « . ff x. , PIPL. KO GPS Ler 


ow 7 oa at's inital > ~ Lf F ay \ ’s ra ai i 


7/1» J - <aé sail i Co ae er a ae & 
= 


y J 
ee, SE” ee... Ge JS "af al heat A cate 


pee tt Fe oe eee 


> 
G a Q “a om ae he —o 4 6. or 


fs = > wa Fail 7 


s : Ve? 





F 
a We 
, 4 othe 
7 — 
e aurde Rte LY e 
oe. Sead pe. ren <n 

— A 

x —— == < ——————= - ~ 

a — 
" ee 

















536 


YO” DO o 


a - g 3 o~ -—Y 


Tue Grece Writer, June, } 


A P is 
; di ii A~-w V6 Awe 


o e 
Cc \ ) y 7 62e2_ oY 
<4 - M4 
< > 
" r ZO > pa f nna ? ( 7 - 
Z oat 
“a s 
oo?) a — a“ ~ c > a rt Go ‘ . 
a 
a - ~*~ ‘ — 
_ ng /“ J / 
_— cr a ae 7S Z ¢ o %;, 
c. i “ ~~ adi x. * < FF e_f" 
Do C 
=< c a2? — < 
, Ow ) 
pe 4 C2 f° Scent 
? 
2 > / - ae e. - 
—— a, neous 
/ r ) —> pu he 
6 i 4 \ ¢ as vi a 
a "a 
F 4 . 
9g = ? Fo e Zo aA 
— at oS 


>) P A ati , =. 


( nei 
Ce — ” ine Z Zz = P > 
- 
Ze oY “J é Y “i i 7 

Zz 
<> 
a ) - a “2 7 O? ( / 
6 A 
Ps ~ 
ke 2 OQ y 4 "ane ee il eC 
4 
4 
« f F id Co 4 _— - 7 ee 


ae 
»” ' OP 





/- mai St ys 

2, * = 

La se 14 
7 <7 a Y 
a Cf ~ eon a 




















une, | 


Aa- 
S 


Pan 


SI 
y 





Y 

. 
f= 

7, = 


Toe Grecc Writer, June, 1949 537 
¢ J ) 4 
> CZ sai P- 2 f ‘ as 
< c = c — ts 7 _— Z 
yy, 
) 4 > 
= a -3 ‘ F , nm i+ 
es / ¢ Co 
4 oe 2» 
) - “< 
, oO i. ( ? 7 “ - Za Hes Cc ‘ 
- — a 7 
= - Z 


New Things in the News 


From “Invention News and Views” 


Newcomer in Hybrids 
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Boat-toting Woman 


SAM SHULSKY 


As condensed from The American Weekly in “The American Digest” 


one 


a 
“ert ral ? eq Z . g ——__Y _ — ,; ~ 2 


- Le Fw } 
C* ie lt Fe I's " & Pi oe 
ae ra 7? ce € ven — sr Fea = 
5 a ZS 
g ie -—__ 2 . se c y eq Sant J 6 ‘ J 
 —_- a ow 6 > tr ? o ail i cr ; A ~~ 
Q- o« —"— 5 a iT @o- , CH G -. ¢ v 19_FF 


ya 


—— 





ae - 


a Pas a xX a a 

“3 ) 2a 
.- = &> emo a ea ee ae 
é 9 Va aa ) Pm —_— F tn, Oe “f ? ; 
~ Ya i - a at a 7. te EF Fes 


aa A, O ie - -¢ F ——_— : —z* ¢Y ca 


a“ 


he a il a Wee ce 27 
A ar tg AO * din heed 
TM Kg ts 7 _ =o 
ee air I .- 2 ye 
en es oo 
an ro a ee ee we | 
a a a a ee ee ae A 45 
el ee | 


BS - 


2. a— 
ad 
) 








7 


/ .- a ae . 


50 
| aie we —_— a —_ C -.-+— 


7 


*. 


e ee 





. 199 THe Grecc Writer, June, 1949 


539 
— un O G ee on & An a ae ae 
Fos ne ae ae ee Pee C_ 
i So > d a Sue o £ Cw—od Ss Q + 
6°93 aes « ai. ee Ae 
a re Z Ae -. i a 


ee ee 


" wee eee 
ee 


wy meer 


7 
a 





al 











540 Tue Grece Writer, June, | 


a — i e 6 o~ 2 ~ — ie ¥O j lo ia co mmm 
Poa - 
4 uv 4 = wat * 3 —_ yy — . C o 


ee ik we re Oo ae 
. (642) 


Oe OR es FC en ja te 
ee 
y, cz £ 


Will Power 


\ 


< a 7 ‘au = ~ 
2 ) i 
eae f tC FY Y ) L—>, od -~ 
— _ P ae y = Ss : : are eX 


hw MO LF, of 2 y ~~ is, 
f° (Oe “i? : sie hcl 


a ee a ~ = ae A cr ail —_——— we ” i (491) 


N yomeuen lee 


y er, aw” 4 nae Fs fie 


tv F Bp. p=, ok. wat 
ie ¢ C Z af it wl Le Camm O 


Oo Dev e. ri. A 


—e ye gl / ee a 
) Ce 


es 


~- 





‘HI 






ne, MP we Grecc Writer, June, 1949 541 


- Diamond Row 


- 
) I DAN LEHANE 
Adapted by permission from a report in the New York Sun 
> ae of Thursday, April 21, 1949 
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Qrreres 


Underground 


JEROME BARRY 


Reprinted from Collier’s Magazine by permission of the author 
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Our “Cooling System” 


Northwestern National Life Insurance Company, Minneapolis, Minnesota 
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From “Seed Thoughts for Speakers” 
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a Brief-Form Letters 
A. E. KLEIN 
' 


| F cag ee ee 
' “—;. at 3 a — a i Ae a Foi ig 
| 4 ae. de hon a , ee 
Po. ¢ “ee 2 eT “Pr *S/e_, 
Lh ere ~ ie” Vege ee ae 


* 2, = 2 = 2 ee kal fa is Pays 
A 
4 A 


—_—. 4 u 2 KC” Yr 
C— 
fo “< a 
F ol — Ny ( é OC | tea ff we a 
; . ( 4 : 
© meas ny eee ae 
f. 
| ee etc Ta | ee 
: . 7 “s* 
» 
c o..., Cc CT _- — 75 ” a Ps (7 7 JO L 
P < 44 , 
i YY / e a —— & F - IW D> ee 
> 2 Oe ee ee . oail —- ‘2 
‘ > 
P » 4 J 
o aaesiani O —— - aaa oa ae ee ee ae a = 


ae j 
eI L827 7 a ee he 




















r-9 


Ie 


_— <—o r 
ray ? y 4 id 
a 7 v4 ™ ol Ce 
) . ) 
A c * < C _ 2 
) a 
2 2 Cr ‘ 7 P é , a ‘ 
f J 
( eee A <> 
© 
> 7 
« ‘ Y al AFF 9 g 
—~ — 
ae 
> nao C , Re 4 
? s? ) 
“> ~ > < 
6 
ra a yA ) 2?  * i —_y 


7 — 
Z se 
/ Pad —_— FJ 
A. 4 Y DO > ‘ a aed 
C 
~ ve F 7 -?? sl 
a 
( — 
g —- _ — 
z 
a a ae ; 
Me Kcr te Ce Pd 7 > 
Cw" ay 4 za 
¢ 
— Ce 
a od a) oe a “a ~“ 
wont’ : 


4 C 
7 
a“ 
co 
4 Caw 
Zoo di 





a: 
< ) a 
nme 
Co oo 
54 


THe Grece Writer, June, 






Y 
/— F = a N ao 
| os 2 
) F 
. aD —<. 6 > 
QQ. ” 7 — — “2 
P — 4 ) 
= “i - v4 -o & 
— I “2? 4 5 
( AO 
C " Pe eae a ee 
g — _— o—r\ YW 
at . ms 
Fo J-> Cc cx — 
Lx 
a a al ? ) a. 
— eS ‘\ J , a 
J a“ 
‘ —_ ol 
6 . 


THE 






une, 


« 
i 
; 
a 
Zz 
oan 
P| 
Pie 
' 
ys 
ta 


94) 


THe Grece Writer, June, 1949 553 


JOHN L. LOVE 


As condensed from Canadian Business, in “The Advertiser’s Digest” 
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SJNESS Epucs \ 
Bee WORLD 


The Business Education World 
Tells What and How to TJeach 


IN EACH ISSUE NEXT YEAR: 





@ 20 PROFESSIONAL ARTICLES FOR 
TEACHERS 
@ LESSON PLANS e Q-SAGO UNIT PLANS 
@ TRANSCRIPTION AWARDS PROGRAM 
@ PROFESSIONAL GOSSIP e TEACHING 
CRITERIA 
@ BOOKKEEPING AWARDS PROGRAM 
@ TEACHING AIDS @ RESEARCH REVIEWS 
@ DICTATION KEY TO GREGG WRITER 
PLATES 
@ WORLD'S WORST TRANSCRIPT 
@ CARTOONS @ SUPERVISION 
@ CLASSROOM PROCEDURES 


@ ASSEMBLY PLAYS e BOOK REVIEWS 
AND OTHERS 


* 
Subscription: Regular, $4, two years; 
$2.50, one year. Group Rate (Student 


Teachers): $1.50, one year only. Bound 
Volumes, $4. 
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Do You Know Which Is Which? 


THE GREGG WRITER 


> 


||| 


| The Gregg Writer 
| Tells What and How to Learn 
° 


IN EACH ISSUE NEXT YEAR: 





@ 24 PAGES OF SHORTHAND STORIES, 
PART IN THE NEW GREGG SIMPLIFIED 


@ PAGES AND PAGES OF LEARNING 
FEATURES 
@ CAREER STORIES @ WORD GAMES 
@ SHORTHAND AWARDS 
@ TYPING AWARDS 
@ SWEM SERIES ON GREGG REPORTING 
@ SHORTCUTS @ VOCABULARIES 
@ TRANSCRIPTION TALENT TEASER 
@ LLOYD SERIES ON EXPERT TYPING 
@ INFORMATION DESK 
@ OFFICE TECHNIQUES 
AND OTHERS 
7 


Subscription: Regular, $3, two years; $2, 
one year. Students, $2.50, two years; 
$1.50, one year. Teachers, $2, two years; 
| $1.50, one year. Bound Volumes, $4. 





Ohe Gregg Publishing Company 


Editorial and Circulation Offices: 270 Madison Avenue, New York 16, New York 


Please mention the Gregg Writer when answering advertisements. 
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Expect an exciting NEW delightful typing 
experience... from the moment your De 
Luxe Underwood arrives. . 

Just LOOK at the new typing advan- 
tages you'll have over other secretaries: 


A 

AN ...full ten-inch writing line, on 
standard carriage width 
than before). 


(one inch more 


Aa , . 
GA ...machine enclosed for quieter 


operation and protection against dust. 


Au F 
Gl ... the most pleasing touch ever de- 
veloped in a standard typewriter. 


@0? modern styling... Finger-Form keys. 
Neu Drop Line Space Lever for an easy, 


fast, and positive carriage return. 


New improved Variable Line Spacer and 
Cylinder Knobs ... larger and deeper 
threaded ... permit easier and more ac- 
curate aligning, both vertically and hori- 
zontally. . 


UICiig vee 


SMe 
UNDERWOOD 


Zyyjlhe” 
Wy Y Gah 


DE LUXE! 


Aww deeper Paper Table and larger 
Lateral Paper Guide ... for faster, more 
accurate insertion of paper. 


Ao Removable Platen. (Softer platen 
for normal typing and quiet operation. 
Harder platen for manifolding and heavy 
duty.) Gives added versatility to machine. 


MN non-glare Underwood gray finish. 
Also, you'll have all the Underwood fea- 
tures you've always enjoyed . . . including 
Rhythm Touch. 
Be sure your boss orders the new Under- 
wood De Luxe. Get a demonstration today. 


Underwood Corporation 


Typewriters . . . Adding Machines 


. . Carbon Paper ... Ribbons 


New York 16, N. Y. 


Accounting Machines . 
One Park Avenue 


Underwood Limited, 


135 Victoria St., Toronto 1, Canada Pre OS 
Sales and Service Everywhere 

= 

Oiss9 —s 


UNDERWO OD... cveewrirer LEADER OF THE WORLD 














PRIZE WINNERS 





Esterbrook 


NATIONAL GREGG SHORTHAND CONTEST 


PUBLIC SCHOOL DIVISION 
FIRST 
School City Instructor 
Dracut High School Dracut, Massachusetts Ann R. Forys 


SECOND 
John Harris High School Harrisburg, Pennsylvania Mrs. Elizabeth G. Railing 





PRIVATE SCHOOL DIVISION 
FIRST 
School City Instructor 
Northeastern Commercial School Lewisburg, Pennsylvania Robert B. Smith 


SECOND 
Lamar College Beaumont, Texas Mrs. George C. Hall 


PAROCHIAL SCHOOL DIVISION 
FIRST 
School City Instructor 


St. Stanislaus Kostka Chicago, Illinois Sister M. Sebastian 
High School 
SECOND 


Holy Name of Jesus Worcester, Massachusetts Sister M. Rose Lillian 


High School 


GREGG-APPROVED FOUNTAIN PEN 


To the thousands of teachers and students who participated in our 1948-1949 
National Gregg Shorthand Contest, we wish to express 
our very sincere appreciation. 


THE ESTERBROOK PEN COMPANY, CAMDEN, NEW JERSEY 








